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FINANCIAL  ACCOUNTING  FOR  PUBLIC  SCHOOLS 
I.  Improving  School   Records   and  Reports 

Acceptance  of  the  responsibility  for  administering  the  business  affairs  of 
a  local  school  system  tacitly  implies  the  recognition  of  a  stewardship  or  com- 
mission of  trust  from  the  taxpayers  of  the  given  district.   In  execution  of 
this  commission  it  is  necessary  that  an  adequate,  accurate,  and  revealing  ac- 
counting be  made  of  all  school  moneys.   In  addition  to  following  these  funda- 
mental principles  cf  sound  financial  accounting  for  all  school  funds,  it  is 
evident  that  a  superintendent  of  schools  should  establish  certain  protective 


me  as 


ures  in  the  same  fashion  as  do  administrative  heads  of  commercial  institu- 


tions.  Accounting  for  school  moneys  is  a  basic  obligation  of  the  local  board 
of  education,  which  is  the  agency  that  is  directly  responsible  to  the  taxpayers 
for  all  phases  of  the  educational  program. 

This  circular  presents  the  major  principles  and  basic  records  essential 
for  sound  financial  accounting  together  with  illustrative  forms  and  procedures 
which  have  proved  satisfactory  in  use  in  both  small  and  large  communities. 

Illustrations  are  given  of  various  accounting  records  and  forms.   It 
should  be  understood  that  these  are  not  suggested  as  the  only  or  the  best  forms 
to  be  used  for  many  school  systems.   The  essential  thing  is  to  have  the  proper 
accounts  so  that  the  desired  statistics  may  be  available  for  all  required  re- 
ports.  The  method  of  securing  these  statistics  and  selecting  the  best  account- 
ing forms  to  be  used  will  probably  always  be  more  or  less  a  local  problem  which 
will  be  worked  out  in  the  best  manner  to  fit  prevailing  local  conditions.   Var- 
ious devices  will  be  used  in  different  places,  such  as  bound  books,  looseleaf 
books,  card  systems,  bookkeeping  machines,  tabulating  machines,  columnar  books, 
special  journals,  etc. 
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II.  Minutes    of   the   Board   of  Education 

The  basic  records  in  a  system  of  financial  accounting  for  schools  include 
the  minutes  of  the  board  of  education.   School  board  minutes  represent  the  of- 
ficial and  formal  record  of  policies  governing  financial  accounting  and  all 
other  aspects  of  a  local  school  program. 


Formal    adoption    of  accounting   Fyste 


m 


Only  after  the  adoption  of.  a  financial  accounting  system  is  recorded  in 
the  minutes  of  the  board  of  education  does  it  become  official.   In  the  adoption 
of  a  system  of  financial  accounting  for  schools,  the  board  of  education  should 
give  due  consideration  to  the  recommendations  of  the  State  department  of  public 
instruction  and  the  U.  S.  Office  of  Education  in  connection  with  regular  annual 
financial  reports  and  other  financial  information  which  is  requested  by  these 
agencies. 


Adopt  ion    of   a   salary   schedule 
Inasmuch  as  personal  service  generally  constitutes  from  65  to  90  percent 
of  the  total  current  expenditures  within  a  local  school  system,  the  adoption  of 
a  salary  schedule  for  all  school  employees  including  noninstructional  as  well 
as  instructional  staffs,  should  also  become  a  part  of  the  officially  recorded 
school  board  minutes.   A  consideration  of  the  criteria  or  standards  for  a  sound 
salary  schedule  does  not  fall  within  the  province  of  this  report.   For  those 
who  are  especially  interested  in  the  formulation  and  adoption  of  the  salary 
schedule,  attention  is  directed  to  the  bulletin  of  the  Research  Division  of  the 
National  Education  Association,  Volume  XIV,  Nos.  1  and  2,  January  and  March  1936. 
Personne I    Policies   with   f  inane  ial    implicat  ions 
Sick    leave 
In  light  of  the  direct  influence  they  exert  upon  the  payment  of  teachers. 
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it  is  essential  that  local  boards  of  education  consider  and  adopt  definite 
policies  concerning  sick  leave.   Consideration  should  also  be  given  by  the 
board  to  teacher  hospitalization  or  insurance,  as  well  as  to  the  policy  that  is 
to  be  observed  in  connection  with  the  employment  of  substitutes  for  teachers  on 
sick  leave.   Although  existing  policies  concerning  sick  leave  provisions  for 
teachers  vary  widely  among  different  sized  communities,  the  ones  most  often  fol- 
lowed are  discussed  in  the  following  publications: 

The   American   Teacher,    Willard  S.  Elsbree,  published 

by  American  Book  Co.,  1939 
Fit    to   Teach,    9th  Yearbook,  Department  of  Classroom 

Teachers,  National  Education  Association,  1938 

Substitute    teacher 

It  seems  clear  that  a  sound  policy  in  connection  with  substitute  teachers 
is  one  under  which  the  board  of  education  both  selects  and  pays  the  substitute 
teachers,  as  opposed  to  a  policy  under  which  arrangements  are  made  between  the 
regular  teacher  and  the  substitute  teacher  upon  an  individual  personal  basis. 
Each  and  every  school  system,  regardless  of  its  size,  should  have  a  list  of  of- 
ficially recognized  and  approved  substitute  teachers  rather  than  leaving  the 
selection  of  substitutes  to  a  chance  procedure. 
Daily  wage 

Another  matter  which  is  intimately  connected  with  financial  accounting  is 
the  number  of  days  legally  recognized  as  constituting  a  school  teaching  period. 
For  example,  in  determining  the  amount  of  money  which  should  be  deducted  from  a 
teacher's  salary  for  uncompensated  absence,  it  is  evident  that  the  daily  wage 
rate  will  be  determined  by  the  number  of  days  legally  adopted  as  a  teaching  month. 
Financial   policies   affecting   business    operation 

Because  of  their  marked  influence  upon  the  operation  of  business  affairs 
of  a  school  system,  some  other  matters  concerning  which  definite  policies  should 
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be  established  are: 

(1)  The  preparation  and  distribution  of  specifications 

(2)  The  letting  and  acceptance  of  bids 

(3)  Cash  balances 

(4)  Short-term  borrowing 

(5)  Long-term  borrowing 

(6)  Insuring  of  public-school  property 

The  following  are  examples  of  school  board  minutes  which  define  the  policy 
of  the  board  of  education  and  give  authorization  for  official  action. 
Examples    of  school    board   minutes^ 

Award  of  Contracts  for  paper  towels  and  mimeograph  paper  - 

By  Commissioner  

Resolved,  That  the  contracts  for  Cabinet  Paper  Towels,  Roll  Paper  Towels,  and 

Mimeograph  Paper  for  use  in  the  public  schools  in  the  City  of  ,  according  to 

the  specifications  prepared  by  the  Purchasing  Department,  Board  of  Education, 
be,  and  the  same  hereby  are,  awarded  as  follows: 

CABINET  PAPER  TOWELS 

Paper  Company,  Inc.,  -  Four  carloads  (800  cases  each,  more  or  less)  at 

a  Unit  Price  of  $1.47  per  case,  net. 

ROLL  PAPEP  TOWELS 

The  Company,  Inc.  -  Two  carloads  (600  cases  each,  more  or  less)  their 

Sample  No.  1,  at  a  Unit  Price  of  $1.56s  per  case. 

MIMEOGRAPH  PAPER 

Company,  Inc.  -  One  carload  (twelve  thousand  reams,  more  or  less)  their 

Grade  No.  101  Mimeograph,  White,  at  a  Unit  Price  of  $.2525  per  ream. 

They  being  the  lowest  bidders  meeting  specifications,  and  be  it  further 

Resolved,  That  the  President  of  this  Board  be,  and  he  hereby  is,  authorized 
to  enter  into  contract  with  the  above-named  contractors  after  the  form  of  con- 
tract has  been  approved  by  the  Corporation  Counsel.   The  certified  checks  sub- 
mitted with  the  bids  are  to  be  retained  in  lieu  of  bonds. 

Seconded  by  Commissioner  . 

Adopted  unanimously. 

Purchase  of  property  - 

By  Commissioner  

Resolved,  That  the  Board  of  Education  purchase  as  a  part  of  the  West  Side 

School  for  Boys'  Site,  from  -  and  ,  property  known  and  described 

as  follows: 


•( 


In  the  city  from  whose  records  these  examples  are  quoted,  the  members  of  the  Board  of 
Education  are  called  Commissioners. 
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Situate  in  the  City  of  ,  County  of  and  State  of  ,  known  as  No. 

36  King  Street;  and  described  as  Lot  Number  Twenty  (20)  in  Section  D  of  the 

Bush  and  King  Tract  as  shown  on  a  map  made  by  ,  filed  in  County  Clerk's 

Office  in  Liber  53  of  Deeds  at  page  535,  situate  on  the  east  side  of  King  Street; 
also  the  north  ten  (10)  feet  of  Lot  Number  Thirteen  (13)  of  said  Tract,  as  shown 
on  said  map,  adjoining  the  parcel  above  described  on  the  south. 

The  purchase  price  is  to  be  one  thousand,  five  hundred  fifty  dollars 
($1,550.00). 

The  above  property  is  that  described  in  the  option  given  by  the  said  - 

and  dated  the  22d  day  of  December,  1937,  which  option  the  Board  does 

hereby  accept,  and  the  Secretary  of  the  Board  is  hereby  authorized  on  behalf  of 

the  Board  to  execute  an  acceptance  of  said  option,  and  to  notify  the  said  - 

and  of  such  acceptance. 

Seconded  by  Commissioner  . 

Adopted  unanimously. 

Assignment  -  Day  School  Work 

By  Commissioner  . 

Resolved,  That,  upon  the  recommendation  of  the  Superintendent  of  Schools,  the 
following  named  person  be  assigned  to  the  position  named,  and  at  the  annual  sal- 
ary rate  stated,  beginning  January  31,  1938,  the  assignment  subject  to  the  Rules 
and  Regulations  of  the  Board  of  Education,  and  to  the  laws  of  the ■ State  of  : 

,  Home  Economics  Department,  $1,400 

Seconded  by  Commissioner  . 

Adopted  unanimously. 

Boundary  Line  Changes 

By  Commissioner . 

Resolved,  That  the  district  boundary  lines  of  Schools  Nos.  1,  23,  and  35  be 
adopted  as  herewith  submitted  and  that  copies  of  the  same  be  filed  with  the  sec- 
retary of  the  Board  and  with  the  principals  concerned,  and  be  it  further 

Resolved,  That  these  boundary  line  changes  shall  become  effective  January  31, 
1938. 

Seconded  by  Commissioner  . 

Adopted  unanimously. 

Approval  of  School  Calendar 

By  Commissioner  . 

Resolved,  That  the  Calendar  for  the  school  year  1938-1939,  as  submitted  by  the 
Superintendent  of  Schools  under  date  of  March  15,  1938,  be,  and  hereby  is,  ap- 
proved. 

Seconded  by  Commissioner  . 

Adopted  unanimously. 

Non-Resident  Tuition  Rates 

By  Commissioner  . 

Resolved,  That  non-resident  tuition  rates  for  the  school  year  1938-1939  be, 
and  they  hereby  are,  set  as  follows: 

Kindergarten,  per  annum $  50 

Elementary,  per  annum  80 

Secondary,  per  annum 120 

Seconded  by  Commissioner . 

Adopted  unanimously. 
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Resignation 

By  Commissioner . 

Resolved,  That  the  resignation  of  Mrs.  ,  Benjamin  Franklin  High 

School,  be  accepted  to  take  effect  June  24,  1938. 

Seconded  by  Commissioner .  • 

Adopted  unanimously. 

Leaves  of  Absence  -  Without  pay 

By  Commissioner . 

Resolved,  That  leave  of  absence,  without  pay,  taking  effect  September  9,  1938, 

be  granted  to  Mrs.  -  ,  No.  40  School,  under  the  terms  of  the  resolution 

of  the  Board  of  Education  adopted  October  27,  1922. 

Seconded  by  Commissioner  . 

Adopted  unanimously. 

Tabulation  of  Bids. 

Board  of  Education,  ,  .  November  14,  1938 

Official  tabulation  of  the  bids  received  pursuant  to  advertisement  for 
Writing  Paper  and  Newsprint  Paper  for  use  in  the  public  schools,  according 
to  the  specifications  prepared  by  the  Purchasing  Department,  Board  of  Edu- 
cation,   , . 

WRITING  PAPER  AND  NEWSPRINT  PAPER 


Bidder 
Company 
&   Co.,  Inc. 


Paper  Co. 

Co. 

Co. 


Base    Bid 
$4,275.00 
4,307.84  Terms  Net  Cash 
4,121.L-4  (Alternate  bid  in 

letter  attached) 
4,517.25  Net  30  days 
4,625.00 
4,721.00 


I  hereby  certify  that  this  is  a  correct 
tabulation  of  the  bids  opened  by  me  be- 
ginning at  twelve  noon,  November  14,  1938, 
received  pursuant  to  advertisement  for 
Writing  Paper  and  Newsprint  Paper 


(Signed) 


Acting  Secretary 


Authorization  to  Advertise  for  Bids  for  Stage  Curtains  and  Equipment  for  Vari- 
ous Schools 

By  Commissioner . 

Resolved,  That  the  Purchasing  Agent  be,  and  he  hereby  is,  authorized  to  ad- 
vertise for  bids  for  Stage  Curtains  and  Equipment  for  Elementary  Schools  Nos. 
7,  11,  28,  and  30,  and  for  the  Jefferson,  Madison,  and  Monroe  High  Schools, 
according  to  the  plans  and  specifications  prepared  by  the  Architect  for  the 
Board  of  Education,  bids  to  be  called  for  in  the  official  paper  to  wit:   the 


Seconded  by  Commissioner  . 

Adopted  unanimously. 
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III.  Incurring   Obligations. 
Personal   services. 

Contracts 

The  staff  in  a  school  system  falls  into  two  major  groups,  namely  those  em- 
ployed in  full-time  positions  and  those  employed  in  part-time  positions.   (A 
full-time  position  is  one  that  covers  a  full  teaching  day  for  a  full  school  or 
fiscal  year.   A  part-time  position  may  be  for  either  less  than  a  full  teaching 
day  and/or  less  than  a  full  school  or  fiscal  year.   An  evening  school  teacher 
is  employed  for  less  than  a  full  teaching  day,  a  summer  school  teacher  for  less 
than  a  full  school  year,  a  special  engineer,  fireman,  or  coal  passer  may  be  em- 
ployed for  less  than  a  full  school  year,  a  bus  driver  may  work  only  morning  and 
evening,  and  a  doctor,  dentist,  etc.,  may  be  employed  for  less  than  a  full 
school  day.   All  of  these  and  similar  positions  should  be  considered  part-time. ) 
Some  of  these  employees  will  be  on  contract  and  fall  under  existing  tenure  pro- 
visions, while  others  will  be  employed  upon  the  basis  of  definite  limited  per- 
iods of  appointment  and  will  not  fall  under  tenure.   Classroom  teachers  consti- 
tute the  largest  group  of  full-time  employees  in  a  school  system.   For  them  an 
adequate  and  legal  contract  should  be  adopted  by  the  board  of  education. 

Appropriate  legal  contract  forms  or  published  resolutions  should  be  used 
in  the  appointment  of  the  instructional  and  non-instructional  staff. 
Work   orders   or  other  forms   of  assignment 

Part-time  employees  needed  by  a  school  usually  fall  into  one  of  the  fol- 
lowing classifications: 

(1)  Substitute  employees  for  regular  staff  members 

(2)  Employees  needed  for  special  fields  or  periods  of  service  such  as 

evening  school  or  summer  school  staffs 

(3)  Lecturers,  etc. 
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(4;  Special  technicians  such  as  electricians,  plumbers,  etc. 
(5)  Unskilled  employees 

« 

Assignment  of  these  part-time  employees  should  be  made  in  all  cases  by 
special  memoranda,  letter,  or  work  order  from  the  superintendent  or  other 
properly  designated  administrative  official.   No  personal  service  should  be 
rendered  save  upon  the  basis  of  some  legal  form  of  authorization.   (Figure  1. ) 
Supplies   and   materials 

In  place  of  a  contract  or  a  work  order  for  personal  services,  we  have  a 
purchase  order  as  the  authorization  for  incurring  obligations  for  supplies  and 
materials.   Several  records  may  be  necessary  before  the  purchase  order  can  be 


issued. 


Requisit ions 


A  requisition  is  a  request  for  supplies  or  materials .stating  the  number, 
kind,  size,  quality,  etc.,  desired.   After  it  is  checked  and  approved  by  the 
proper  supervisory  officers,  it  will  go  to  the  storehouse  for  material  which  is 
kept  in  "stores"  or  to  the  purchasing  agent  if  the  material  has  to  be  bought. 

If  the  material  has  to  be  purchased  and  is  expensive,  or  is  bought  in 
large  quantities,  an  advertisement  will  have  to  be  placed  for  bids  on  certain 
definite  specifications,  to  be  submitted  by  a  certain  time.   At  this  time  the 
bids  are  opened,  tabulated  to  show  exactly  what  each  bidder  offers,  made  avail- 
able for  public  inspection,  and  presented  to  the  board  of  education  for  study 
and  official  acceptance,  usually  of  the  lowest  bid  which  meets  the  specifica- 
tions.  Illustrations  of  the  forms  used  in  this  procedure  are  given  in  figures 
2  and  3.   In  making  smaller  purchases,  it  is  advisable  to  take  informal  bids. 

After  it  has  been  determined  from  whom  the  purchase  is  to  be  made,  the 
purchase  order  can  be  issued,  always  in  duplicate  (and  sometimes  in  triplicate 
or  quadruplicate),  one  copy  for  the  vendor  and  one  for  the  purchasing  agent. 
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In  mar,y  cases  the  third  copy  is  also  sent  to  the  vendor  to  be  returned  with  the 
goods  and  if  the  goods  are  to  be  returned  direct  to  a  school  building  or  to  a 
central  storehouse  the  fourth  copy  goes  to  the  person  who  will  receive  the 
goods  and  check  on  the  quantity  and  condition.   As  a  matter  of  good  business 
procedure,  whenever  possible  the  receipt  of  goods  should  be  checked  by  someone 
other  than  the  purchasing  agent  so  as  to  make  it  impossible  for  the  seller  to 
conspire  with  the  buyer  to  receipt  for  and  pay  for  more  than  is  delivered  and 
split  the  profit.   Figure  4  shows  a  purchase  order  for  a  county  school  system. 
When  the  invoice  has  been  received  and  is  checked  against  the  copy  of  the 


purchase  order  on  which  receipt  of  goods  has  been  certified  and  against  the  co 
of  the  purchase  order  in  the  business  office,  payment  can  be  made. 


py 


Two  useful  internal  records  are  the  vendor  index  and  the  supplies  and 


ma- 


terials index.   What  and  how  much  is  bought  from  a  particular  vendor,  and  how 
much  and  from  whom  particular  supplies  are  bought,  are  shown  by  these  records. 
Vendor    index 
This  is  a  card  or  sheet  for  each  company  from  which  purchases  are  made 
with  an  entry  for  each  purchase,  showing  the  date,  material  bought  (or  voucher 
or  order  number),  and  total  payment,  illustrated  in  figure  5. 
Supplies   and  materials    index 
This  is  a  card  or  sheet  for  each  type  of  supplies  and  materials  purchased 
with  an  entry  for  each  time  purchased,  showing  dates,  amount,  and  from  whom,  and 
at  what  price  (figure  5).   One  of  the  purposes  is  to  show  price  fluctuations. 
IV.  Meeting   Obligations 

The   journal   voucher 
The  instrument  which  makes  possible  the  entry  in  the  books  of  any  or  all 
school  transactions,  is  the  journal  voucher.   The  voucher  in  its  simplest  form 
is  an  authorizing  and  verifying  instrument.   One  journal  voucher  is  an  author- 
izing instrument  for  the  entire  school  budget.   By  means  of  the  journal  voucher 
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the  budget  may  be  put  into  operation  and  expenditures  made  to  meet  authorized 
obligations,  the  most  convenient  form  of  journal  voucher  is  a  memorandum  in  the 
school  board  minutes.   Journal  vouchers  are  numbered  consecutively  as  are  all 
other  series  of  voucher  checks,  payment  orders,  or  warrants.   A  file  of  journal 
vouchers  should  be  kept  in  the  accounting  office. 

A  journal  voucher  is  used  tc  set  up  revolving  funds  and  petty  cash  accounts 
and  for  authorizing  all  entries  in  the  bookkeeping  system  for  which  no  other 
authorizations,  such  as  a  deposit  slip,  invoice,  etc.,  is  available.   For  illus- 
tration see  figure  6. 

Pay   roll    procedure   for   personal    services 

Proper  accounting  of  expenditures  for  personal  service  can  be  made  only  if 
an  adequate  and  efficient  pay  roll  procedure  has  been  adopted.   The  major  fac- 
tors to  be  considered  in  the  development  of  a  sound  pay  roll  procedure  after 
proper  board  resolutions  of  assignment  or  appointment  indicating  salaries,  are: 
The  pay  interval  (20  school  days,  calendar  month,  etc.)  and  payment  dates;  basis 
for  determining  amount  of  teacher's  daily  salary  for  purposes  of  deductions;  and 
the  mechanics  of  making  and  verifying  of  pay  rolls.   A  satisfactory  pay  roll 
procedure  is  one  in  which  the  basic  forms  are  prepared  in  the  central  office  and 
forwarded  to  the  respective  individual  schools  for  entry  of  absences,  names  of 
substitutes,  etc.,  in  connection  with  absences  and  entry  of  consequential  deduc- 
tions.  Other  salary  deductions  such  as  for  retirement  or  pension  funds,  credit 


un 


ions,  group  insurance,  etc.,  may  be  made  in  the  school  or  central  office. 


Some  school  systems  will  prefer  to  have  the  pay  rolls  prepared  in  the  schools, 
In  school  systems  where  there  are  approximately  50  or  more  staff  members 
involved,  it  will  probably  be  more  convenient  to  anticipate  pay  rolls  approxi- 


m 


ately  2  weeks  in  advance.   Both  for  purposes  of  accuracy  and  efficiency,  it 


is  wise  to  prepare  a  master  pay  roll  during  the  first  pay  period.   With  minor 


i  ! 
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corrections  they  can  be  used  throughout  the  school  year.   Under  this  plan  there 
is  a  minimum  of  writing  and  the  probability  of  error  is  greatly  reduced.   In 
smaller  school  systems  this  master  pay  roll  may  be  prepared  by  cutting  a  stencil, 
illustration  of  which  is  given  in  figure  7.   A  master  pay  roll  for  a  large  city 
school  system  is  shown  in  figure  8. 

In  school  systems  involving  100  or  more  people  the  preparation  of  the  mas- 
ter pay  roll  may  be  done  more  efficiently  by  use  of  machines.   Sometimes  in  the 
larger  school  systems  which  are  fiscally  dependent  and  also  in  rural  areas  in 
which  business  affairs  of  the  schools  are  conducted  by  general  county  officials, 
certain  special  subsidiary  pay  roll  forms,  often  required  by  law,  must  be  used. 
Such  individual  State  requirements  are  too  numerous  to  consider  here,  but  the 
State  department  of  public  instruction  within  a  given  State  should  render  marked 
service  to  local  school  systems  in  connection  with  the  establishment  of  a  pay 
roll  procedure  which  conforms  to  the  existing  legal  requirements. 
Voucher  system  for  all   payments 
A  school  system  should  never  incur  financial  liability  unless  funds  for 
meeting  such  liability  are  available  or  there  is  a  reasonable  certainty  that 
necessary  funds  will  become  available.   It  should  be  recognized  that  a  liabil- 
ity is  incurred  whenever  a  purchase  order  is  issued  or  a  contract  is  made. 

Therefore,  accounting  for  such  school  expenditures  should  be  made  upon  an 
accrual  rather  than  a  payment  basis.   That  is,  such  expenditures  should  be  ac- 
counted for  as  soon  as  liabilities  chargeable  to  the  current  fiscal  year  (ob- 
ligations or  bills,  purchase  orders  or  contracts)  are  incurred,  whether  paid  or 
not,  rather  than  after  cash  payment  is  made.   The  accrual  basis  of  accounting 
for  such  items  shows  more  nearly  at  any  given  time  the  true  expenditure  and  the 
true  cost  of  the  school  administrative  unit  for  a  particular  period  while  dis- 
bursements for  such  items  (cash  payments)  would  show  only  the  amount  of  cash 
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which  has  been  paid  out  between  given  dates. 

The  purchase  of  commodities  or  the  contracting  of  personal  services  may  be 
recorded  in  either  a  purchase  journal  or  a  voucher  register.   The  purchase 
journal  is  simply  a  form  providing  for  a  record  of  contracted  and  rendered  ser- 
vices and  purchase  of  materials.   The  voucher  is  the  authorization  for,  and 
final  record  of,  payment.   If  a  journal  is  used,  provision  should  be  made  for 
reconciliation  because  of  changes  that  inevitably  arise  from  discounts,  delivery 
charges,  and  substitutions. 

In  becoming  acquainted  with  the  voucher  system  it  is  essential  to  have  a 
clear  understanding  of  what  the  term  voucher  means.   It  has  previously  been 
suggested  that  in  the  simplest  sense  the  term  voucher  means  an  authorizing  or 
verifying  instrument  -  "A  document  certifying  a  certain  transaction,  especially 
a  written  form  attesting  the  propriety  of  the  payment  of  money."  ^ 

The  voucher  system  of  recording  purchases  is  a  plan  in  which  the  voucher 
or  authorizing  instrument  (that  is,  paper)  for  contract  or  purchase  is  used  as 
the  basis  for  the  allocation  and  distribution  of  obligations  or  expenditures. 
Several  kinds  of  vouchers  may  be  used  in  meeting  school  liabilities.   However, 
unless  otherwise  stipulated,  the  term  voucher  will  be  used  to  refer  to  the  au- 
thorizing  instrument  for  the  payment  of  funds.   The  two  basic  kinds  of  vouchers 
which  are  most  commonly  used  in  meeting  school  bills  are:   First,  a  check  or 
payment  order  which  may  be  used  with  a  voucher  jacket;  second,  a  voucher  check 
on  which  the  essential  details  of  the  payment  are  recorded.   As  everyone  is  fa- 
miliar with  the  form  of  the  usual  bank  check  or  payment  order,  no  illustration 
is  needed. 

The   voucher  check 

As  previously  indicated,  many  schools  prefer  to  use  the  voucher  check. 


Tlunlclpal  Accounting  Statements,  National  Committee  on  Municipal  Accounting,  p.  155. 
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sometimes  called  voucher  warrant,  rather  than  the  plain  voucher  or  ordinary 
check.   When  a  voucher  check  or  voucher  warrant  is  used  the  voucher  jacket  is 
not  needed  since  the  voucher  check  both  serves  as  an  instrument  of  payment  and 

/     at  the  same  time  meets  the  functions  rendered  by  the  voucher  jacket,  that  is, 
provides  space  for  indicating  which  accounts  are  to  be  charged  and,  if  printed 
with  a  restricted  endorsement,  serves  as  a  valid  receipt.   If  school  bills  are 
paid  by  the  voucher  check,  the  voucher  check  should  be  issued  in  duplicate  or 
triplicate,  the  original  copy  being  used  as  the  instrument  of  payment  and  sent 

^      to  the  payee.   The  voucher  check  should  be  divided  into  two  parts  separated  by 
perforation,  the  bottom  part  of  the  voucher  check  carrying  provision  for  dates, 
memoranda  concerning  discounts,  extensions,  corrections,  amount  actually  paid, 
and  the  invoice  number  on  the  basis  of  which  payment  was  made.   Some  voucher 
checks  carry  these  data  on  the  face  or  above  the  endorsement  on  the  reverse 
side.   See  figures  9  and  10. 

In  fiscally  independent  school  systems  the  voucher  check  should  be  made  in 

►     duplicate,  the  original  being  sent  to  the  payee  and  the  second  copy  filed.   A 

few  school  systems  desire  to  have  a  second  copy  on  file,  in  which  case  the  vouch- 
er check  is  issued  in  triplicate  and  both  the  second  and  third  copies  are  filed. 

In  fiscally  dependent  school  systems  and  in  systems  in  which  an  official 
of  the  school  board  keeps  a  complete  set  of  records  of  school  payments,  the 
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voucher  check  is  issued  in  triplicate,  the  second  copy  being  filed  in  the  office 
of  the  chief  executive  and  the  third  copy  sent  to  the  official  of  the  beard. 
For  school  systems  employing  fewer  than  approximately  100  employees,  the  voucher 
check  plan  is  generally  adequate  and  the  voucher  jacket  is  not  necessary. 
The    voucher   jacket 
The  voucher  jacket,  as  the  name  implies,  is  a  cover  in  which  vouchers,  in- 
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voices,  etc.,  are  to  be  filed.   The  face  of  the  voucher  jacket  carries  desig- 
nated spaces  for  coding,  thereby  allocating  to  the  proper  ac-jount  or  accounts 
the  purchases  or  services  covered  by  the  vouchers,  invoices,  etc.,  included  in 
the  voucher  jacket.   It  allows  for  an  analysis  and  recapitulation  of  the  en- 
closed material.   The  back  of  the  voucher  jacket  provides  space  for  specifying 
the  particular  school  unit  or  units  for  which  the  expenditure  has  been  made. 
The  voucher  jacket  should  be  used  wherever  the  ordinary  voucher  or  payment  order 
is  used  in  meeting  school  bills.   The  second  copy  of  a  purchase  order,  the  cor- 
responding invoice,  and  the  cancelled  voucher  may  be  stapled  together  and 
filed.   The  voucher  jackets  may  be  filed  in  either  numerical  or  alphabetical 
order,  but  the  more  satisfactory  practice  seems  to  be  one  in  which  the  voucher 
jackets  are  filed  numerically  which  facilitates  auditing.   The  voucher  register 
serves  as  an  index.   Use  of  the  voucher  jacket  increases  the  ease  and  accuracy 
of  posting  to  the  ledger.   Figures  11,  12,  and  13  show  voucher  jackets. 

The  voucher  jacket  is  especially  useful  in  recording  payments  for  the  pay 
roll  or  for  supplies  and  equipment  which  have  to  be  charged  to  a  number  of  dif- 
ferent accounts  or  funds,  or  if  payment  for  a  number  of  invoices  is  made  by  one 
check.   If  not  too  complicated,  one  voucher  jacket  may  be  made  for  the  entire 

pay  roll  covering  check  to  check  ,  with  the  proper  distribution  indicated 

for  posting  to  one  or  more  funds. 
V.  Accounting   for  Receipts 

The  two  records  essential  for  the  sound  accounting  of  school  receipts  are 
a  cash  receipt  book  and  an  appropriation,  allotment,  or  fund  ledger.   In  their 
simplest  forms  these  respective  records  are:   (1)  Cash  receipt  book  -  the  list- 
ing of  all  moneys  received  along  with  source  and  date  of  receipt;  and  (2)  ap- 
propriations or  funds  ledger  -  a  listing  of  moneys  in  terms  of  definitely  estab- 
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lished,  and  often  legally  defined,  funds. 

As  may  be  seen  from  figures  14  and  15,  a  common  practice  is  to  combine  the 
cash  receipts  book  and  the  appropriations  ledger  in  small  school  districts. 
Prom  the  standpoint  of  designated  function,  it  may  be  the  obligation  of  the 
chief  executive  to  keep  a  record  of  cash  receipts  while  the  responsibility  for 
appropriation  or  fund  recording  falls  upon  the  treasurer  or  comptroller  of 
school  funds.   In  the  fiscally  independent  school  systems  and  the  school  sys- 
tems which  are  fiscally  independent,  save  for  passage  upon  the  budget  by  a 
school  district  meeting^,  the  treasurer  of  the  school  district  is  usually  the 
treasurer  of  the  board.   In  school  systems  where  the  board  of  education  is 
fiscally  dependent  the  agent  usually  responsible  for  appropriation  or  fund  ac- 
counting is  the  city  or  county  treasurer. 

Each  local  administrative  unit  will  have  receipts  from  State  and  local 
sources  which  will  be  defined  by  the  State  or  local  unit  and  must  be  accounted 
for  as  defined.   To  facilitate  the  reporting  of  receipts  through  the  county  and 
State  to  the  U.  S.  Office  of  Education,  these  special  State  and  local  funds 
should  be  classified  under  the  general  types  of  income  recognized  nationally 
as  follows: 

Revenue    and   nonrevenue    receipts 

It  should  be  noted  that  the  distinction  between  revenue  and  nonrevenue  re- 
ceipts is  not  based  on  whether  the  money  is  available  for  current  expenditure 
or  not.  Revenue    receipts    are  "Additions  to  cash  or  other  current  assets  which 
do  not  increase  any  liability  or  reserve,  nor  represent  the  recovery  of  an  ex- 
penditure."    Nonrevenue    receipts    are  amounts  received  from  sales  of  property 


^^unlclpal  Accounting  Statements,  National  Committee  on  Municipal  Accounts,  Bulletin  6,  P-  150 
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and  proceeds  of  insurance  adjustments,  which  are  exchanges  of  property  for 
money  and  represent  no  additions  to  assets,  and  amounts  received  from  loans  or 
bond  sales  which  must  be  received  again  from  revenue  sources  before  these  bonds 
or  loans  are  paid. 

Refunds  of  money  collected  as  taxes  should  be  abated  against  receipts  in 
final  reporting. 

The  separation  of  revenue  and  nonrevenue  receipts  make  it  possible  to  add 
revenue  receipts  over  a  period  of  years  to  arrive  at  a  true  figure  for  total 
income  for  schools.   Prom  the  standpoint  of  income  over  a  period  of  years  all 
nonrevenue  receipts  are  duplications  but  have  to  be  included  in  the  statement 
for  a  given  year  in  order  to  fully  account  for  receipts  of  that  year.   Amounts 
borrowed  and  paid  back  during  that  year  should  be  excluded  from  general  state- 
ments.  Since  the  outright  sales  of  obsolete  equipment  and  junk  are  exchanges 
of  property  for  cash  and  do  not  increase  income  over  a  period  of  years,  re- 
ceipts from  this  source  should  be  entered  as  nonrevenue  receipts. 
Revenue    receipts    by   source 

Revenue  receipts  are  derived  more  or  less  regularly  from  specific  sources 
and  the  amounts  of  revenue  receipts  may  usually  be  accurately  estimated. 

Revenue  receipts  are  recorded  in  terms  of  the  taxing  unit  or  other  source 
from  which  they  come,  as  Federal,  State,  county,  local  {school  district,  city, 
town,  township,  or  other  local  municipal  corporation),  philanthropic  and  all 
other  sources,  or  in  terms  of  the  method  of  production,  as  income  from  perma- 
nent funds,  income  from  leasing  school  lands,  appropriations,  and  receipts  from 
specific  taxes. 

There  are  two  factors  which  should  be  considered  in  determining  the  source 
of  a  revenue  receipt,  namely: 
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(a)  Moneys  collected  and  distributed  in  LIKE  amounts  (or  less  collection 
charges  only)  should  be  recorded  as  receipts  from  the  political  subdivision 
from  which  such  revenue  receipts  were  collected. 

(b)  Moneys  collected  and  distributed  in  DIFFERENT  amounts  should  be  re- 


cor 


ded  as  receipts  from  the  political  subdivision  which  distributed  such  reve- 


nue receipts. 

In  the  first  instance  the  political  subdivision.  State  or  county,  acts  as 
a  collecting  agency  only,  but  in  the  second  instance  the  State  or  county  acts 
also  as  an  equalizing  agency,  collecting  the  funds  where  they  are  available  and 
distributing  them  where  they  are  needed. 

Federal    -   Record  as  Federal  moneys  revenue  paid  into  the  Federal  Treasury 
and  distributed  therefrom  either  directly  to  local  school  units  or  through  the 


St 


ate  and  county  to  the  local  unit.   Record  as  Federal  aid  appropriations  for 


voc 


ational  education  moneys  received  from  the  Smith-Hughes  and  George-Deen  Acts 


excluding  amounts  for  vocational  rehabilitation.   Record  under  other  Federal 
funds  moneys  paid  by  the  Federal  Government  for  educating  Indians  in  local  pub- 
lic school  systems,  moneys  derived  from  Federal  forest  reserve  and  Federal  oil 
royalties  and  emergency  funds  for  education. 

State    -  Record  as  State  moneys  revenue  paid  into  the  State  treasury  and 
distributed  therefrom  on  a  different  basis  from  that  on  which  it  was  collected. 
(Moneys  collected  by  the  State  as  an  agent  and  returned  in  like  amount  as  col- 
lected to  the  unit  from  which  collected  should  be  recorded  as  revenue  from  the 
unit  from  which  collected.   Federal  funds  received  through  the  State  as  a  dis- 
tributing agency  should  not  be  considered  State  funds. ) 

County    -  Record  as  county  moneys  revenue  paid  into  the  county  and,  except 
where  the  county  is  the  unit  for  school  administration,  distributed  to  the 


y 
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local  administrative  units  on  a  different  Ibasis  from  that  on  which  collected. 
(Moneys  collected  by  the  county  as  an  agent  sind  returned  to  the  local  units  in 
like  amount  as  collected  should  be  recorded  as  local  unit  revenue  except  where 
the  county  is  the  school  district.   In  such  cases  they  should  be  recorded  as 
county  revenue.   Federal  and  State  funds  received  through  the  county  as  a  dis- 
tributing agent  for  some  other  taxing  unit  should  not  be  considered  county 
funds.  ) 

Local    -   Record  as  local  moneys  revenue  levied,  collected  and  spent  by  lo- 
cal taxing  units  -  local  school  administrative  units,  cities,  towns,  townships, 
or  other  local  municipal  corporations. 

Philanthropic  (educational  foundations)  -  Record  moneys  received  from  the 
General  Education  Board,  Rosenwald  Fund,  Jeanes  Slater  Funds,  and  other  educa- 
tional foundations. 

Other    (including   advancements)    -    Include  as  other  revenue  receipts,  fines, 
penalties,  gifts  (except  from  educational  foundations),  bequests  and  contribu- 
tions, advancements,  "incidental"  rents,  interest  on  bank  deposits  and  invested 
funds,  and  tuition  paid  by  school  patrons  (tuition  money  transferred  from  one 
school  unit  to  another  should  be  excluded  here  but  included  under  transfers). 

Fees  and  rentals  which  are  service  charges  and  are  not  subject  to  return, 
less  breakage  deductions,  etc. ,  and  fines,  may  be  charged  directly  to  other 
revenue  receipts.   If  any  part  of  a  receipt  of  this  type  may  be  used  to  replace 
the  service  or  supply  for  which  it  is  levied,  the  receipt  should  be  handled 
through  an  advancement  or  revolving  fund,  from  which  the  net  only  will  be  used 
*  as  a  revenue  receipt.   "Incidental"  rents  are  those  received  from  renting  some 
property  which  was  acquired  and  is  being  held  for  other  than  income  producing 


site  for  a  school  building  but  is  rented  pending  the  building  of  the  school. 
> 

Rents  received  from  mineral  lands,  grazing  lands,  and  investments  of  permanent 

school  funds,  held  for  income  producing  purposes,  should  be  listed  as  income 

>  from  permanent  funds,  when  this  item  is  requested  separately. 

"Advancements  are  those  moneys  advanced  from  regular  school  funds  by  the 

board  of  education  for  materials,  or  services,  from  which  revenue  is  expected. " 

y 

(Principles  and  Practices  of  Financial  Accounting  for  Schools,  John  Guy  Powl- 
ker,  p.  97.)   Receipts  from  advancements  (revolving  funds)  are  the  NET  profits 
^     resulting  from  the  advancement  accounts,  such  as  profits  received  from  the  sale 
of  textbooks,  from  cafeterias,  athletic  contests,  public-school  entertainments, 

etc. 

Nonrevenue   receipts 
Include  as  nonrevenue  receipts  those  receipts  which  either  incur  an  obli- 
gation which  must  be  met  at  some  future  date  or  which  change  the  form  of  an 
asset  from  property  to  cash  and  therefore  decrease  the  amount  and  the  value  of 
school  property.   Moneys  received  from  loans,  sale  of  bonds,  sale  of  property, 
both  major  and  minor  (except  that  purchased  for  resale  and  included  in  advance- 
ment accounts)  and  from  proceeds  from  insurance  adjustments  constitute  most  of 
the  nonrevenue  receipts. 

Abatements 
,y  Refunds  of  taxes,  tuition,  etc.  should  be  treated  as  abatements  against 

receipts  in  making  the  final  statement  of  income. 

Loans   and   bond   sales   -  Include  receipts  during  the  fiscal  year  from  the 
sale  of  bonds  (except  from  bonds  issued  to  refund  or  redeem  existing  bonds)  and 
from  short-term  loans  (except  those  incurred   and  paid   during  the  same  fiscal 


purposes;  for  example,  a  house  on  a  piece  of  land  that  is  being  held  as  a  future     ^   i   ^     ^^^^^  sometimes  called  current  loans). 
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local  administrative  units  on  a  di f ferent ^basis  from  that  on  which  collected. 
(Moneys  collected  by  the  county  as  an  agent  and  returned  to  the  local  units  in 
like  amount  as  collected  should  be  recorded  as  local  unit  revenue  except  where 
the  county  is  the  school  district.   In  such  cases  they  should  be  recorded  as 
county  revenue.   Federal  and  State  funds  received  through  the  county  as  a  dis- 
tributing agent  for  some  other  taxing  unit  should  not  be  considered  county 
funds. ) 

Local    -   Record  as  local  moneys  revenue  levied,  collected  and  spent  by  lo- 
cal taxing  units  -  local  school  administrative  units,  cities,  towns,  townships,      ^ 
or  other  local  municipal  corporations. 

Philanthropic    (educational   foundations)    -  Record  moneys  received  from  the 

< 
General  Education  Board,  Rosenwald  Fund,  Jeanes  Slater  Funds,  and  other  educa- 
tional foundations. 

Other    (including  advancements)    -   Include  as  other  revenue  receipts,  fines,      / 
penalties,  gifts  (except  from  educational  foundations),  bequests  and  contribu- 
tions, advancements,  "incidental"  rents,  interest  on  bank  deposits  and  invested 
funds,  and  tuition  paid  by  school  patrons  (tuition  money  transferred  from  one 
school  unit  to  another  should  be  excluded  here  but  included  under  transfers). 

Pees  and  rentals  which  are  service  charges  and  are  not  subject  to  return,       < 

less  breakage  deductions,  etc.,  and  fines,  may  be  charged  directly  to  other 

revenue  receipts.   If  any  part  of  a  receipt  of  this  type  may  be  used  to  replace      ^ 

the  service  or  supply  for  which  it  is  levied,  the  receipt  should  be  handled 

f 

through  an  advancement  or  revolving  fund,  from  which  the  net  only  will  be  used 
'  as  a  revenue  receipt.   "Incidental"  rents  are  those  received  from  renting  some 
property  which  was  acquired  and  is  being  held  for  other  than  income  producing 
purposes;  for  example,  a  house  on  a  piece  of  land  that  is  being  held  as  a  future     ^ 
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site  for  a  school  building  but  is  rented  pending  the  building  of  the  school. 
> 

Rents  received  from  mineral  lands,  grazing  lands,  and  investments  of  permanent 

school  funds,  held  for  income  producing  purposes,  should  be  listed  as  income 

)  from  permanent  funds,  when  this  item  is  requested  separately. 

"Advancements  are  those  moneys  advanced  from  regular  school  funds  by  the 


\!f 
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board  of  education  for  materials,  or  services,  from  which  revenue  is  expected. " 
(Principles  and  Practices  of  Financial  Accounting  for  Schools,  John  Guy  Fowl- 
ker,  p.  97.)   Receipts  from  advancements  (revolving  funds)  are  the  NET  profits 
resulting  from  the  advancement  accounts,  such  as  profits  received  from  the  sale 
of  textbooks,  from  cafeterias,  athletic  contests,  public-school  entertainments, 
etc. 

Monrevenue    receipts 
Include  as  nonrevenue  receipts  those  receipts  which  either  incur  an  obli- 
gation which  must  be  met  at  some  future  date  or  which  change  the  form  of  an 
asset  from  property  to  cash  and  therefore  decrease  the  aimount  and  the  value  of 
school  property.   Moneys  received  from  loans,  sale  of  bonds,  sale  of  property, 
both  major  and  minor  (except  that  purchased  for  resale  and  included  in  advance- 
ment accounts)  and  from  proceeds  from  insurance  adjustments  constitute  most  of 
the  nonrevenue  receipts. 

* 

Abatements 

Refunds  of  taxes,  tuition,  etc.  should  be  treated  as  abatements  against 
receipts  in  making  the  final  statement  of  income. 

Loans   and    bond   sales   -  Include  receipts  during  the  fiscal  year  from  the 
sale  of  bonds  (except  from  bonds  issued  to  refund  or  redeem  existing  bonds)  and 
from  short-term  loans  (except  those  incurred   and  Paid   during  the  same  fiscal 
year,  sometimes  called  current  loans). 


-  19  - 


The  receipts  from  bonds  issued  to  refund  other  bonds  and  from  short  te 
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loans  are  forms   of  nonrevenue    advancements    and  may  be  accounted  for  as  are  the 
other  advancement  funds.   Under  this  procedure,  the  only  receipts  from  these 
sources  that  should  ever  be  entered  as  general  receipts  are  the  net  income  from 
refunding  transactions  and  the  unpaid  short  term  loans  which  have  to  be  carried 
over  at  the  end  of  the  fiscal  year.   These  are  included  to  balance  receipts  and 
expenditures  and  show  the  amount  by  which  expenditures  exceeded  real  income 
during  the  fiscal  period.   An  alternate  method  of  handling  short-term  loans  is 
to  enter  all  cash  receipts  and  cash  payments  on  such  loans,  but  to  report  at  the 
end  of  the  year  only  the  balance  remaining  unpaid,  deducting  from  both  receipts 
and  expenditures  the  amount  received  and  repaid  during  the  fiscal  year. 

Sales   of  property   and    insurance    adjustments    -  Record  moneys  from  the 
final  sales  of  school  buildings  aijd  grounds,  library  books,  furniture,  scien- 
tific apparatus,  automobiles,  desks,  machines,  or  other  property,  and  proceeds 
from  insurance  adjustments.   Receipts  from  occasional  sales  of  property,  not 
bought  for  resale  purposes,  should  be  abated  against  the  expenditures  for  this 
property  if  possible,  otherwise  they  should  be  entered  as  nonrevenue  receipts. 
(Receipts  from  advancements,  which  are  revolving  funds,  should  not  be  included 


here. ) 


Balances 


Include  balances  from  revenue  and  nonrevenue  receipts, 
Tran sfe rs 

Record  as  transfers  from  other  school  units  moneys  received  by  one  school 
unit  from  another  for  services  rendered  children  who  are  residents  of  the  unit 
paying  for  these  services.   Transfers  are  usually  for  tuition  or  transportation, 
but  they  may  occasionally  be  for  other  purposes.   (While  these  transfers  are 
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receipts  from  the  standpoint  of  the  local  unit,  they  should  be  segregated  in 
State  figures  as  they  are  NOT  receipts  from  the  standpoint  of  the  State  or 
Nation  as  a  whole.  )  • 

Revenue    receipts    by   method   of  production 

Permanent   funds    -  Record  income  from  permanent  invested  funds,  exclusive 
of  moneys  invested  to  meet  future  bond  obligations.   Include  as  income  from 
permanent  school  funds,  in  instances  where  these  funds  are  nonexistent,  but  are 
acknowledged  debt,  money  appropriated  to  guarantee  interest  which  normally 
would  have  been  earned  by  such  funds  if  existent. 

School    lands   -  Record  rentals,  leases,  and  other  income  from  lands  set 
apart  for  the  partial  support  of  public  schools.   Exclude  rents  from  property 
owned  by  schools  and  held  for  future  use  or  disposal  rather  than  as  a  permanent 
investment  to  produce  revenue. 


Appropriations   -  Record  moneys  set  aside  periodically  by  legislative 


ac- 


tion for  public  school  purposes,  including  moneys  for  some  specific  purpose, 
such  as  vocational  education,  education  of  the  handicapped,  high-school  tuition, 
etc.   The  appropriating  body  may  be  the  State  legislature,  county  board,  city 
council,  or  town  meeting.   Include  as  Federal  appropriations  money  received 
under  the  Smith-Hughes  Act  and  the  George-Deen  Act. 

Taxes   -  Record  moneys  derived  from  specific  taxes  allocated  for  school 
purposes  such  as  the  following  taxes:   Income,  poll,  personal  property,  real 
estate,  utility,  sales,  etc.   Specific  county  school  taxes  must  not  be  con- 
fused with  county  appropriations  for  schools  from  general  county  funds. 

Subsidiary  accounts  may  be  kept  for  receipts  by  method  of  production  of 
funds. 
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VI.  Accounting  for  Expenditures 

It  is,  of  course,  realized  that  no  one  distribution  of  expenditure  fig- 
ures will  give  data  for  both  functional  and  object  costs.  Large  school  sys- 
tems should  have  two  and  possibly  three  distributions  for  each  expenditure. 

The  basic  forms  necessary  in  the  accounting  of  school  expenditures  are 
the  voucher  or  check  register  and  expenditure  distribution  ledgers.   In  its 
simplest  form  the  voucher  or  check  register  may  be  only  a  listing  of  vouchers 
issued,  with  date  of  issuance  and  to  whom  and/or  for  what  payment  was  made. 
Figures  14  and  15  show  simple  and  complex  voucher  registers. 

The  distribution  ledger  is  merely  a  set  of  forms  on  which  expenditures  are 
distributed  in  terms  of  the  various  accounts.   The  main  headings  necessary  for 
a  complete  system  of  financial  accounting  for  school  moneys  are  as  follows: 

1.  Administration  (General  Control) 

2.  Instruction 

3.  Auxiliary  Services 

4.  Operation  of  Plant 

5.  Maintenance  of  Plant 

6.  Fixed  Charges 

7.  Capital  Outlay 

8.  Debt  Service 

It  will  be  observed  that  the  headings  of  the  distribution  ledger  corres- 
pond to  the  classifications  of  the  biennial  financial  report  made  to  l^he  U.  S. 
Office  of  Education,  and  also  are  the  same  as  the  headings  usually  found  in 
the  annual  financial  reports  to  the  State  departments  of  public  instruction  or 
county  superintendent's  office  and  should  be  identical  or  similar  in  structure 
to  those  in  the  budget.   The  first  six  are  known  as  the  current  expense  accounts 

In  school  systems  employing  approximately  25  or  more  persons,  the  voucher 
register  is  often  expanded  into  a  summary  distribution  ledger  as  well  as  a  de- 
tailed voucher  record  as  illustrated  by  figure  15. 
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Prorating 

^  In  allocating  expenditures  it  is  thought  advisable  to  encourage  as  much 

prorating  to  various  functions  and  educational  levels  as  the  local  administra- 
tive unit  desires.   In  reporting  expenditures  for  personal  services,  the  usual 
instructions  in  the  U.  S.  Office  of  Education  forms  are  to  charge  the  entire 
amount  to  the  function  that  any  person  performs  for  half-  or  more  than  half- 

*       time.   This  procedure  probably  gives  reasonably  accurate  State  and  national 
totals  but  for  any  single  school  system  may  give  a  rather  distorted  picture. 

^  Therefore,  in  local  records  it  is  advisable  to  prorate  salary  expenditures  on 
a  time  or  other  basis  to  the  various  functions  performed  by  a  single  individ- 
ual and  to  the  various  types  of  schools  or  levels  of  education. 

»• 

When  it  is  not  possible  to  prorate  salaries  easily  on  a  time  basis,  as 

for  example  for  persons  who  have  general  administrative  and  supervisory  duties, 
V      the  average  daily  membership  of  pupils  may  be  used  as  the  basis  for  prorating. 
Janitorial  costs  may  be  prorated  on  the  basis  of  floor  space  used  for  dif- 
ferent types  of  schools  (elementary,  secondary,  etc.).   Heating  may  be  prorated 
according  to  cubic  feet  of  air  space  in  rooms  used  by  each  type  of  school.   Bul- 
letin No.  3,  Public  School  Pupil-Cost  Accounting  of  the  National  Association  of 
>      Public  School  Business  Officials,  shows  in  table  IV,  p.  37,  the  basic  data  nec- 
essary for  various  methods  of  prorating  other  than  on  a  time  basis. 

1.  Administration    (General   Control) 

J 

Include  under  administration,  expenditures  for  the  groups  of  activities 
which  deal  with:   (a)  The  carrying  out  of  policies  that  provide  financial  and 
educational  conditions  under  which  the  pupil,  teacher,  principal,  and  supervis- 
or may  work  to  best  advantage;  (b)  the  provision  of  channels  through  which  the 
^      course  of  study,  general  data,  and  instruction  may  be  quickly  and  effectively 


-  23  - 


fe 


!  i: 


placed  in  operation;  (c)  the  provision  of  mediums  through  which  information  of 
conditions  in  the  schools  may  be  transmitted  to  the  central  office;  (d)  the 
preparation  of  general  data  and  reports;  (e)  general  research  activities;  and 
(f)  general  publicity. 

In  general,  administration  includes  all  expenditures  for  the  central  of- 
fice staff  which  spends  little  or  no  time,  or  at  most,  less  than  half  time, 
outside  the  administrative  offices. 

Only  such  general  control  as  is  system-wide  and  not  confined  to  one  build- 
ing, subject,  or  narrow  phase  of  school  service  should  be  included  under  ad- 
ministration.  Such  expenditures  should  De  classified  under  the  following 
headings: 

Board   of  education 


Include  expenditures  for  such  general  administrative  services 


as  are  ren- 


dered by  the  board  of  education,  the  secretary,  the  treasurer,  professional 
consultants  such  as  lawyers  and  architects,  and  for  school  elections. 
General   and   educational   administration 

Include  expenditures  for  public  information  services;  educational  adminis- 
tration by  the  superintendent  and  associate,  deputy,  or  assistant  superintend- 
ents; personnel  division,  administrative  research  for  general  policy  making, 
and  school  census  and  attendance.   EXCLUDE  test  and  measurement  work  except 
when  conducted  as  part  of  an  evaluation  survey  for  administrative  purposes, 
psychological  and  curriculum  laboratories  and  guidance  and  placement  division 
which  should  be  reported  under  Instruction. 

The  administration  of  Auxiliary  Services  should  be  included  as  a  part  of 
the  expense  of  the  service. 
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Business   administration 

Include  expenditures  for  finance  and  accounting  offices,  purchase  and  sup- 
ply offices,  and  buildings  and  grounds  offices;  cost  of  collecting  taxes  ( de- 
ductions  from  amount  collected),  and  expenditures  for  any  other  business  func- 
tions  of  the  school  district. 
Salaries   and    per  diem 

Administrative   -  Record  salaries  of  the  superintendent,  deputy  and  assist- 
ant superintendents,  directors  and  other  general,  educational,  and  business  ad- 
ministration officers  who  perform  professional  administrative  work  as  distin- 
guished from  clerical.   Be  sure  to  include  the  salaries  of  county  or  local  su- 
perintendents when  paid  directly  from  general  State  or  general  county  funds  in 
order  that  your  expenditures  may  be  comparable  with  those  for  school  systems  in 
which  such  persons  are  paid  from  local  funds.   Of  course,  the  income  for  these 
payments  would  have  to  be  included  as  appropriations  from  the  State  or  county. 
For  the  board  of  education  include  per  diems,  WHICH  ARE  MORE  COMMON  THAN  REGU- 
LAR SALARIES. 

Clerical  -  Record  salaries  or  wages  paid  to  clerks,  stenographers,  office 
assistants,  telephone  and  switchboard  operators,  etc.,  who  assist  the  adminis- 
trative personnel. 

Supplies   and   other  expenses  » 

Record  expenditures  for  travel  and  for  supplies  and  materials  used  for  ad- 
ministration, as  well  as  freight  and  cartage  thereon,  if  separate  accounts  are 
kept.   The  usual  supplies  are  ink,  pencils,  paper,  carbon  paper,  and  other  ma- 
terials which  when  once  used  are  actually  consumed,  or  do  not  usually  last  more 
than  5  years. 

In  small  units  it  may  only  be  necessary  to  keep  accounts  for  the  major 
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items  which  are  to  be  reported  through  the  State  to  the  U.  S.  Office  of  Educa- 
tion as  follows: 


Administration    (General    Control) : 

1.  Salaries: 

a.  Board  of  education   

b.  Administrative  officers  .... 

c.  Clerical  assistants  

2.  Supplies  and  other  expenses  . . 
Total  


T 


$ 


Includes  per  diem. 


In  school  systems  in  cities  the  accounts  should  supply  data  necessary  for 
reporting  the  items  on  Forms  8-010  and  8-013  biennially  to  the  U.  S.  Office  of 
Education. 

2.  Instruct  ion 

All  direct  and  personal  services  to  and  with  children  should  be  included 
in  the  instruction  account  under  teaching  and  other  instructional  service. 
Therefore,  in  addition  to  the  supervisors,  principals  and  their  assistants,  and 
the  classroom  teaching  staff,  include  as  "other  instructional  staff"  the  psy- 
chological and  testing  service,  study  hall  teachers,  auditorium  teachers,  coun- 
selors, librarians,  etc.   Department  heads  will  usually  be  either  supervisors 
or  teachers  or  both. 

Where  teachers  or  other  instructional  staff  members  are  assigned  adminis- 
trative duties  usually  performed  by  the  principal  or  his  staff  and  are  given 
time-off  from  teaching  and/or  extra  pay  for  these  duties,  the  prorated  expense 
should  be  shown  in  the  account  for  the  principal  and  his  staff  and  only  the 
expense  for  teaching  in  the  account  for  teachers. 

Record  expenditures  for  those  groups  of  activities  concerned  directly 
with  teaching  or  aiding  the  teaching  of  children  or  improving  the  quality  of 
teaching.   These  are  the  activities  of  the  supervisor,  principal,  and  teacher 
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and  of  the  other  instructional  staff. 


Sa laries 


Record  the  salaries  of  the  supervisors,  principals,  teachers,  librarians, 
visiting  teachers,  teaching  physicians  and  nurses,  secretaries,  clerks,  stenog- 
raphers to  the  instructional  staff,  and  all  other  employees  who  devote  at  least 
half  of  their  time  to  instructional  activities  or  whose  services  are  prorated. 
When  recording  salaries  of  instructional  staff,  include  amounts  deducted  from 
salaries  for  payments  to  retirement  funds. 

Supervisors   -   Record  salaries  of  persons  who  are  employed  for  at  least  half 
their  time  in  the  supervision  of  instruction,  such  as  general  supervisors  (ele- 
mentary and  secondary)  and  supervisors  of  subjects,  such  as  mathematics,  history, 
manual  arts,  home  economics,  music,  drawing,  etc.   (Supervisors  who  give  more 
than  half  their  time  to  teaching  should  be  reported  as  teachers  or  their  sala- 
ries should  be  prorated.   In  case  supervisors  divide  their  time  between  elemen- 
tary and  secondary  schools,  the  cost  of  such  service  should  either  be  prorated 
on  the  basis  of  the  time  given  to  each  school  or  charged  to  the  organization  to 
which  the  major  portion  of  time  is  devoted. )   All  supervision  of  attendance  en- 
forcement is  to  be  classified  as  General  Control. 

Principals    or   teaching   principals    -   Record  salaries  of  persons  in  charge 
of  schools,  such  as  principals  or  vice-principals  of  elementary  schools,  sec- 
ondary schools,  vocational  schools,  etc. ,  who  devote  at  least  half  of  their 
time  to  the  supervision  of  instruction.   ( In  case  principals  divide  their  time 
between  the  principalship  and  instruction  or  elementary  and  secondary  schools, 
the  cost  of  such  service  should  either  be  prorated  on  the  basis  of  the  time 
given  to  each  service  or  school  or  charged  to  the  organization  to  which  the  ma- 
jor portion  of  time  is  devoted.   Head  teachers,  sometimes  called  Principals   or 
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teaching   principals .    who  teach  more  than  half  time  should  be  reported  as  teach- 
ers or  their  salaries  should  be  prorated. ) 

In  an  administrative  unit  where  the  chief  executive  of  the  board  of  educa- 
tion is  called  the  principal,    record  his  salary  under  administration  and  not 
under  instruction  if  he  devotes  at  least  half  of  his  time  to  administrative  du- 
ties, or  prorate  his  salary  between  administration  as  a  superintendent  and  in- 
struction as  a  principal. 

Teachers    -  Record  the  salaries  of  all  persons  engaged  more  than  half  time 
in  classroom  instruction  or  prorate  on  basis  of  actual  time  spent  in  teaching. 
Include  teachers  of  special  classes  for  the  blind,  for  the  deaf,  and  for  the 
mentally  defective,  etc. 

Other   instructional    staff   -  Record  salaries  of  librarians,  study  hall 
keepers,  deans,  guidance  officers,  psychologists,  psychiatrists,  visiting 
teachers,  etc. 

Clerical   assistants   -   Record  salaries  and  wages  of  clerical  assistants  as- 
signed to  supervisors,  principals,  teachers,  and  other  instructional  staff. 
Textbooks 

Record  only  the  cost  of  books  furnished  free  to  all  pupils  in  the  school 
or  in  certain  grades,  or,  if  possible,  only  such  part  of  the  cost  as  applies 
to  the  present  year.   This  may  be  done  if  a  prepayment   account    is  kept  to  which 
the  full  expenditure  for  new  textbooks  is  charged  and  only  the  part  applying  to 
a  particular  year,  as  for  exsimple,  one-third,  if  the  textbooks  are  intended  to 
last  3  years,  is  charged  as  an  expenditure  against  the  current  year.   Another 
way  of  arriving  at  the  cost  applying  to  the  present  year  is  to  keep  a  repair 
and  obsolescence  account  for  repairs  to  the  textbooks  and  for  books  which  are 
lost  or  the  use  of  which  is  discontinued.   The  annual  entries  in  this  account 
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are  charged  as  a  current  expense  for  free  textbooks.   The  expenditures  for 
textbooks  furnished  free  to  indigent  pupils  only  should  be  reported  under  aux- 
iliary school  services. 

Teaching  supplies 
Include  supplies  used  by  pupils  or  by  instructional  staff  in  the  teaching 


program, 


Other  supplies   and  expenses 


Record  expenditures  for  diplomas,  commencement  exercises,  assembly  speak- 
ers, etc.,  and  materials  and  expenses,  other  than  salaries,  connected  with 
school  libraries,  but  excluding  school  library  books. 

The  simplest  instruction  ledger  should  provide  for  the  following  accounts 
which  are  those  reported  all  the  way  through  the  Federal  Government; 


Instruction : 

1.  Salaries: 

a.  Supervisors  , 

b.  Principals , 

c.  Teachers 

d.  Other  instructional  staff  . 

e.  Clerical  assistsints  

2.  Textbooks  , 

3.  Teaching  supplies  , 

4.  Other  supplies  and  expenses 

Total  . 


$ 


Excluding  library  books. 

School  systems  in  cities  may  desire  to  keep  a  distribution  ledger  that 
will  at  least  supply  the  data  for  U.  S.  Office  of  Education  Forms  8-010  and 
8-013. 

3.  Auxi liary   Services 

The  former  Coordinate  Activities  and  Auxiliary  Agencies  are  grouped  under 
one  account.  Auxiliary  Services,  which  account  has  been  separated  into  three 
parts:   (1)  School  Services;  (2)  Transportation;  and  (3)  Community  Services. 
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The  reason  for  this  change  is  the  fact  that  almost  every  school  system  expends 
money  for  certain  community  services  which  are  not  exclusively  for  the  pupils 
and  should,  therefore,  be  separated  and  not  charged  in  pupil-cost.   Transporta- 
tion, which  is  a  relatively  large  item  in  some  systems,  does  not  exist  in  oth- 
ers, and,  therefore,  will  have  more  meaning  if  treated  separately. 

In  addition  to  providing  for  funds  spent  by  the  local  board  of  education, 
a  record  should  be  kept  of  funds  spent  by  the  city  or  county  government  for 
Auxiliary  Services  which  in  most  districts  are  paid  for  out  of  school,  not  gen- 
eral municipal,  funds.   This  will  give  comparable  figures  for  cities  receiving 
service  paid  for  by  other  departments  of  the  government.   Whenever  funds  spent 
by  other  departments  are  included  in  reports,  similar  amounts  must  be  included 
as  appropriations  in  the  receipts  statement. 
School   services 

Health    -   Include  expenditures  for  medical,  dental,  and  nurse  service  in 
the  nature  of  inspection,  treatment,  weighing,  etc-.,  which  is  not  direct  in- 
struction.  The  administration  of  these  services  should  also  be  included  here. 
All  costs  for  physical  education  or  health  instruction,  including  physical 
examinations,  tests,  and  weighing,  considered  a  part  of  these  instructional 
programs  should  be  charged  to  Instruction. 

Other   -  Other  school  services  to  be  included  here  are  the  relatively  small 
payments  for  providing  textbooks,  shoes,  rubbers,  glasses,  free  lunches,  etc., 
to  indigent  pupils  (if  such  articles  are  not  provided  free  to  all  pupils),  di- 
rect expenditures  or  deficits  for  extracurricular  activities  for  school  pupils; 
lunch  room  deficits,  etc.,  if  paid  from  school  funds. 
Trcinsportation 

Include  expenditures  for  transportation  furnished  by  publicly  owned  or 
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aintained  systems  and  by  contract.   This  should  include  expenditures  for  ad- 
inistration,  operation  (salaries  of  drivers,  gas,  oil,  etc.),  maintenance  (re- 


pairs and  replacements),  contracts  for  bus  service,  payments  to  persons  in  lieu 
of  transportation  (such  payments  for  board  and  room  in  town),  all  insurance 
incidental  to  transportation,  etc.   If,  in  a  local  accounting  system,  insurance 
is  carried  in  the  Fixed  Charges  account,  transportation  insurance  should  be 
kept  as  a  separate  item,  so  it  can  be  reported  as  a  part  of  transportation  ex- 
pense when  requested.   In  some  States  interdistrict  payments  for  transportation 
(in  lieu  of  tuition  of  nonresident  pupils)  should  be  reported  as  transfers  under 
Fixed  Charges  and  not  under  transportation. 
Community  Services 

Public    libraries   under   board   of   education    -   Where  the  local  public  library 
is  financed  out  of  public  school  funds,  all  expenditures  (salaries,  supplies, 
books,  and  equipment)  for  service  to  the  public  should  be  included  here.   Ex- 
penditures for  services  to  the  schools  should  be  allocated  to  the  other  accounts 
in  the  same  way  that  other  school  costs  are  charged. 

Other   -  Include  expenditures  for  operating  public  recreation  facilities, 
community  centers,  community  forums,  etc. ;  for  services  for  private  and  paro- 
chial school  children;  and  for  the  custodial  and  detention  care  of  children  in 
residential  or  day  schools  financed  by  the  local  board  of  education.   The  ex- 
penditures for  regular  school  services  for  these  children  should  be  charged  to 
the  other  accounts  in  the  same  way  that  other  costs  are  charged  only  if  attend- 
ance is  credited  to  the  school  district. 

The  most  common  services  rendered  to  private  and  parochial  schools  by  pub- 
lic school  systems  are  attendance  service,  free  textbooks,  transportation  ser- 
vice, and  health  service.   The  cost  of  such  services  should,  of  course,  not  be 
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charged  against  educating  the  pupils  attending  the  public  schools. 

In  some  county  school  systems  the  county  agricultural  agent  or  the  county 
home  demonstration  agent  is  a  part-time  employee  of  the  school  system.   In  these 
cases,  the  salaries  and  expenses  of  these  agents  should  be  included  as  Community 
Services. 

The  minimum  ledger  accounts  for  Auxiliary  Services  should  provide  data  for 
the  report  of  the  State  department  of  education  to  the  U.  S.  Office  of  Education 
as  follows: 


Auxi  Ltary   Services : 
1.   School  Services: 

a.  Health  services: 

(1)  Salaries  , 

(2)  Supplies  and  expenses 

b.  Other  school  services: 

(1)  Salaries 

(2)  Supplies  and  expens'es 

Total  


2.   Transportation: 

a.  Salaries  , 

b.  Supplies  and  expenses 

Total 


3.   Community  Services: 

a.  Public  libraries  under  board  of  education: 

(1)  Salaries  

(2)  Supplies  and  expenses  

b.  Other  community  services: 

(1)  Salaries  

(2)  Supplies  and  expenses  

Total  

GRAND  TOTAL  


City  school  systems  may  want  to  provide  the  accounts  which  will  give  the 
data  requested  on  U.  S.  Office  of  Education  Forms  8-010  and  8-013. 
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4,  Operation   of  Plant 

The  operation  account  deals  with  expenditures  involved  in  keeping  the  phys- 
ical plant  open  and  in  use. 

Include  all  work  (except  repairing)  which  is  repeated  somewhat  regularly  - 
daily,  weekly,  monthly,  or  seasonally  -  that  is,  all  housekeeping  expenditures. 
Include  for  salaries  and  wages  items  such  as  the  following:   Salaries  of  jani- 
tors. Janitors'  helpers,  engineers,  firemen,  matrons,  watchmen,  etc.;  for  fuel, 
include  coal,  gas,  and  gasoline  if  used  for  heating,  fuel  oil,  and  wood,  includ- 
ing freight,  drayage,  and  labor  involved  in  securing  the  same;  for  supplies 
include  brooms,  mops,  sweeping  compounds,  soap,  dusters,  electric  pumps,  elec- 
tric light  bulbs,  paper  cups,  towels,  toilet  and  other  janitorial  supplies 
which  in  general  are  not  expected  to  last  more  than  5  years.   Under  other  ex- 
penses, include  the  cost  of  caring  for  lawns,  regular  telephone  service,  flags 
for  outside  buildings,  freight,  express,  drayage,  laiindry,  etc.,  where  they 
cannot  be  charged  to  the  activity  for  which  they  were  incurred.   (Upkeep,  re- 
pairs, and  replacements  should  be  reported  as  maintenance,  and  expenditures  re- 
sulting in  increased  valuation  of  the  plant  should  be  reported  as  capital  out- 
lay. ) 

The  simplest  ledger  should  provide  for  the  following  operation  accounts 
which  are  reported  through  the  State  to  the  U.  S.  Office  of  Education: 


Operation   of  Plant: 

1.  Salaries  of  janitors,  engineers,  etc. 

2.  Fuel  or  heat  

3.  Water,  light,  and  power  

4.  Supplies  

5.  Other  expenses  

Total  


$. 
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Large  school  systems  may  want  to  provide  separate  accounts  for  water  and 
telephone  or  accounts  which  will  give  data  for  more  detailed  reports  as  request- 
ed biennially  in  U.  S.  Office  of  Education  Forms  8-010  and  8-013. 

5.  Repairs   and   Replacements    (Maintenance)    of  School    Plant 

In  the  repair  and  replacement  of  the  school  plant,  both  contractual  and 
non-contractual  services  are  used.   In  order  to  have  data  available  for  the  ob- 
ject classification  (salaries,  supplies,  and  expenses)  as  well  as  for  types  of 
school  and  character  classifications  (repairs  to  grounds,  etc.)  it  is  necessary 
to  record  both  types  of  expenditures.   An  item  for  the  salaries  and  wages  for 
non-contractual  maintenance  services  was  not  collected  by  the  U.  S.  Office  of 
Education  previous  to  1941-42. 

In  reporting  for  city  systems  where  the  city  government  and  not  the  school 
board  handles  the  repairs,  these  expenditures  should  be  included  under  contrac- 
tual service,  noting  that  the  city  makes  all  repairs. 

Because  in  many  communities  the  term  Maintenance  is  used  to  designate  the 
entire  cost  of  running  the  schools,  emphasis  has  been  placed  on  the  content  of 
the  account  by  using  Repairs  and  Replacements  as  the  chief  description. 

Record  all  expenditures  made  for  the  restoration  of  any  piece  of  property 
(including  grounds,  buildings,  and  equipment)  to  its  original  condition  of  com- 
pleteness or  efficiency,  either  through  repairs  or  by  replacements  with  property 
of  equal  value  and  efficiency.   Exclude  expenditures  for  improvement  of  grounds 
in  the  nature  of  permanent  equipment,  and  expenditures  for  improvements  of 
buildings  which  increase  the  value  of  the  plant.   Such  expenditures  should  be 
included  under  Capital  Outlay. 
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If  additional  values  (not  merely  fluctuations  in  price)  and  increased 
efficiency  result  through  replacements,  these  must  be  charged  to  Capital  Outlay 
in  the  amount  of  such  excess  or  additional  value.   For  example,  if  a  desk  in- 
ventoried at  $15  is  replaced  by  one  worth  $35,  $15  is-  charged  to  Maintenance  and 
$20  to  Capital  Outlay.   Again,  the  cost  of  grading  and  seeding  a  lawn  for  the 
first  time  is  charged  to  Capital  Outlay;  the  cost  of  reseeding  a  portion  of  it 
that  has  been  destroyed,  is  charged  to  Maintenance;  while  the  cost  of  fertiliz- 
ing or  mowing  the  lawn  should  be  charged  to  Oper-ation.   Another  example  is,  if 
the  old  equipment  is  turned  in  and  credited  on  the  purchase  of  new,  the  whole 
bill  is  then  chargeable  to  Capital  Outlay. 

Since  a  separate  account  is  carried  for  transportation  under  Auxiliary 
Services ,    record  maintenance  of  transportation  equipment  as  an  item  under  that 
account  if  carried  in  the  Maintenance  account  or,  as  a  separate  item  which  can 
be  reported  as  part  of  the  cost  of  transportation. 
Grounds 

Regrading  of  sites,  reseeding  of  lawn,  replacement  of  shrubs,  repair  of 
walks  and  fences,  etc.,  are  items  which  should  be  charged  to  upkeep  of  grounds. 
Buildings   and   mechanical   equipment 

Include  resurfacing  of  floors,  painting,  replacing  broken  windows,  etc., 
and  all  repairs  to  mechanical  equipment,  such  as  plumbing,  heating,  lighting, 
ventilating,  and  repairs  to  pipe  lines,  pipe  line  tunnels,  etc.,  between  build- 
ings, and  to  service  systems  such  as  central  heating  plants. 
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Educational    equipment   and   furniture 

In  general  this  includes  all  repairs  and  replacements  of  movable  equipment 
(not  built  into  the  building)  desks,  chairs,  typewriters,  all  special  equipment 
for  commercial,   agricultural,  home  economics,  trade  subjects,  etc.   Some  school 
systems  will  want  separate  accounts  for  educational  equipment  for  certain  sub- 
jects. 

Probably  the  simplest  ledger  should  carry  three  maintenance  accounts,  one 
for  salary  or  wage  payments  to  persons  on  the  regular  pay  roll  of  the  school 
system  for  time  spent  in  repair  work,  one  for  supplies  and  other  expenses  for 
materials  used  by  these  persons,  and  one  for  contractual  services  when  the  con- 
tractor furnishes  all  materials.   Even  the  simplest  ledger  accounts  for  main- 
tenance of  plant  should  separate  salaries  from  supplies  and  other  expenses  if 
repairs  are  made  by  hiring  men  to  use  supplies  and  materials  bought  by  the 
school  board.   //  all    maintenance    work    is  done  by  contractual  service,  in  which 
the  contractor  supplies  both  labor  and  materials,  only  one  account  will  be  nec- 
essary for  Maintenance  in  small  systems.   Larger  school  systems  may  want  to 
keep  two  types  of  ledger  accounts  as  follows: 

First  type  of  account 


Repairs   and   Replacements : 

1.  Maintenance  by  employees  of  school: 

a.  Salaries  and  wages  

b.  Supplies  and  expenses 

2.  Maintenance  by  contractual  service 

Total .  c  .  o  .  . 


$. 
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Second  type  of  account 


Repairs  and  Replacements: 

1.  Upkeep  of  grounds  

2.  Repairs  and  replacements  of  buildings  and 

mechanical  eQ.uipment  

3.  Repair  and  replacement  of  educational  equipment 

and  furniture  

4.  Other  expenses  of  maintenance  

Total  


$ 


6.  Fixed  Charges 

A  classification  of  Fixed  Charges  accounts  has  been  made  similar  to  that 
made  for  Auxiliary  Services,  since  some  of  these  items  are  not  legitimate  per 
pupil  cost  charges  against  the  pupils  now  in  school. 

^  The  first  section  of  this  account,  Fixed  Charges  Allocated  to  Pupil  Cost, 

is  in  the  nature  of  an  insurance,  contingency,  and  liability  account  except  for 
the  item  of  rent,  which  remains  here  as  there  seems  no  better  place  to  put  it. 
Rent  is  a  composite  charge  being  partly  in  lieu  of  Maintenance,  partly  in  lieu 
of  Interest,  and  may  sometimes  also  be  in  lieu  of  Operation.   Since  it  is  not 

>  prorated  to  these  functions,  rent  should  for  uniformity  be  reported  in  the 

Fixed  Charges  schedule. 

Since  some  school  systems,  in  lieu  of  carrying  commercial  insurance,  make 
certain  sickness  and  accident  payments,  these  have  been  included  to  be  compar- 
able with  insurance  premiums  in  other  places.   Payments  of  pensions  from  cur- 
rent funds  to  retired  teachers  where  no  retirement  fund  exists  and  payments  by 

the  district  to  teacher  retirement  funds  for  teachers  now  in  service  are  includ- 
ed as  a  form  of  old  age  insurance  premiums. 

These  transfers  from  current  funds  into  teacher  retirement  funds  are 
treated  as  expenditures  for  two  reasons.   This  money  comes  out  of  current  re- 
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ceipt  and  is  no  longer  available  for  general  expenditure,  but  to  balance  with 
expenditures  it  must  be  considered.   The  actual  payments  during  the  year  by  the 
State  (or  other  )teachers »  retirement  fund  to  teachers  retired  from  a  particular 
school  district,  may  not  be  known  to  the  district  and  have  no  relationship  to 
the  current  receipts.   The  actual  pension  payment  to  the  teacher  may  consist  of 
money  contributed  by  the  teacher,  by  several  districts,  by  the  State,  and  in- 
terest from  deposits  and  investments  and  could  not,  therefore,  be  considered  as 
a  district  expenditure.   Prom  a  practical  standpoint  it  is,  therefore,  necessary 
to  consider  the  transfers  as  expenditures  of  the  local  district. 

The  second  section  of  this  schedule  -  Fixed  Charges  NOT  Allocated  to  Pupil 
Cost  -  includes  certain  payments  and  cash  transfers  for  services  which  are  not 
connected  with  pupils  who  are  being  educated  in  a  particular  school  system  at 
the  present  time. 

Fixed  Charges   Allocated   to   Pupil   Costs 

Insurance    -    Record  expenditures  for  all  insurance  premiums,  except  for 
transportation  equipment,  for  employees,  and  for  bonding  administrative  of- 
ficials.  If  a  prepaid  account  is  kept,  record  in  the  expenditure  ledger  only 
the  amount  which  is  applicable  to  this  reporting  period.   Include  all  forms  of 
insurance  and  distribute  the  amount  for  each,  if  called  for,  in  a  footnote  to 
this  item. 

Prepaid   account    -    Include  in  prepaid  accounts,  payments  made  within  a 
given  year  for  service  extending  beyond  the  year  of  payment.   (Prepaid  expenses 
are  disbursements  but  not  expenditures.) 

For  example:   If  the  schedule  of  payment  of  insurance  premiums  within  a 


local  school  system  is  not  arranged  so  that  the  total  annual  insurance  premi 


urn 


payments  are  about  the  same,  the  insurance  premium  payments  should  be  included 
in  such  an  account.   Where  a  special  prepaid  account  is  kept,  a  fire  insurance 


•( 
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premium  of  $75  covering  the  current  year  and  two  additional  years  is  paid  and 
no  fire  insurance  premium  is  paid  the  next  year,  $25  should  be  allocated  to 
Fixed  Charges  and  the  remaining  $50  included  in  a  prepaid  account.   (If  this 
method  is  followed,  the  amount  prepaid  will  be  included  under  its  proper  ex- 
penditure heading  in  the  year  to  which  it  applies.) 

Judgments    or  payments    m    lieu   of   them   -    In  accident  cases  involving  negli- 
gence there  may  be  judgments  against  the  Board  of  Education.   Some  school  sys- 
tems in  order  to  avoid  such  court  cases,  pay  medical  and  hospital  bills  or  make 
direct  settlements.   These  payments  should  be  recorded  in  the  same  account  with 
judgments . 

Sickness   allowances    -  These  allowances  take  two  forms,  either  direct  pay- 
ments to  the  person  who  is  sick  or  payments  to  a  substitute  for  the  person  who 
is  sick.   All  payments  on  account  of  sickness  over  and  above    normal   salary 
costs    should  be  charged  to  this  sickness  account. 

Retirement   Funds   -    Record  in  this  item  payments  made  by  administrative 
units  from  current  funds  to  retirement  funds  or  as  direct  pensions  where  no  re- 
tirement fund  exists.   Exclude  amounts  deducted  from  teachers'  salaries,  as 
these  deductions  are  reported  as  part  of  the  salary  item  under  instruction.   In 
some  places  there  will  be  payments  to  civil  service  retirement  funds  for  non- 
teaching  school  employees  which  should  also  be  included  here. 

Rent    -  Record  all  rent  paid  for  use  of  private  property  for  school  pur- 
poses, except  such  as  is  in  the  nature  of  installment  payments  on  equipment 
which  will  become  the  property  of  the  schools. 

Fixed  Charges   SOT  Allocated  to  Pupil  Costs 

Transfers    (tuition,    transportation,    etc.)    -  Include  transfers  to  other 
school  administrative  units  for  tuition,  transportation,  etc.,  for  pupils 
being  educated  in  these  other  districts.   These  inter-district  transfers  have 
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to  be  recorded  and  reported  separately  in  order  that  they  may  be  excluded 
from  consolidated  expenditures  for  counties,  States,  and  the  United  States. 

Refunds    and   Abatements    -    Refunds  should  be  treated  for  reporting  purposes 
as  abatements  on  income  but  if  they  HAVE  to  be  accounted  for  separately,  should 
be  included  here  in  order  to  keep  these  expenditures  out  of  per  pupil  cost  cal- 
culations. 

Even  the  smallest  school  systems  will  probably  have  expenditures  for  in- 
surance in  the  first  part  of  this  Fixed  Charges  account  and  may  also  have  ex- 
penditures for  teacher  retirement  systems.   In  the  second  part,  if  they  do  not 
maintain  a  high  school,  they  will  probably  have  transfers  for  tuition  purposes. 
Therefore,  the  simplest  ledger  accounts  for  Fixed  Charges  may  be  as  follows: 


Fixed  Charges: 

1.   Fixed  Charges  Allocated  to  Pupil  Costs: 

a.  Insurance  and  judgments  

b.  School  board  contribution  to  retirement  funds 

and  pens  ions  

c .  Rent  

d.  Other  

Total  


2.   Fixed  Charges  NOT  Allocated  to  Pupil  Costs: 

a.  Tuition,  etc.,  transfers  to  other  school  dis- 

tricts   

b .  Othe r  

Total  


$ 


7.  Capital    Outlay 

Since  expenditures  for  new  grounds  and  buildings  and  especially  for  new 
e^Luipment  may  be  made  from  general  current  funds,  bond  funds,  or  especially 
designated  funds,  expenditures,  for  capital  purposes  may  have  to  be  accounted 
for  in  several  ledgers  and  have  to  be  brought  together  for  reporting  purposes. 

The  question  of  when  to  charge  an  expenditure  for  property  to  supplies  and 


-  40  - 


when  to  charge  it  to  etiuipment  is  partly  a  q,uestion  of  logical  classification 
and  partly  one  of  practical  accounting.   The  Research  Committee  on  School  Ac- 
counting Practice  of  the  National  Association  of  Public  School  Business  Offi- 
cials  suggests  the  following  methods  of  identifying  capital  items  : 

"In  arriving  at  a  solution  for  meeting  the  difficulties  involved  in  apply- 
ing what  we  recognize  as  the  correct  theory  to  the  everyday  task  of  keeping  the 
accounts,  it  is  helpful  to  make  the  following  observations: 

"a.  Capital  items  must  admit  of  ready  and  permanent  identification. 

b.  Capital  items  must  be  possessed  of  some  considerable  value. 

c.  Capital  items  must  be  serviceable  for  more  than  one  year. 

d.  Capital  items  must  be  included  in  investment  of  property  accounts. 

e.  Capital  items  must  have  some  tangible  size  not  perishable  or  fragile. 

f.  Capital  items  are  often  such  for  which  it  would  be  proper  to  issue 

bonds. 

g.  Capital  items  should  increase  the  efficiency  of  the  plant. 

h.   Regularity  of  purchase  in  approximately  ecjual  amounts  to  a  certain 

extent  avoids  the  necessity  of  capitalizing  certain  items  -  perhaps 
textbooks  is  an  example. 

"Many  articles  which  have  a  life  of  more  than  ONE  YEAR  ARE  RELATIVELY 
SMALL  IN  VALUE.   Therefore,  if  articles  of  small  value,  though  having  a  life  of 

longer  than  a  year,  are  entirely  charged  to  the  year  in  which  purchased  the  er- 
ror would  not  be  great  and  this  error  would  in  turn  be  largely  equalized  or 
offset  by  about  the  same  volume  of  similar  expenditures  occurring  each  year. 

"Many  articles  while  having  a  useful  life  of  longer  than  ONE  YEAR  DO  NOT 
HAVE  A  VERY  LONG  LIFE  in  years,  and  such  items  will  necessarily  be  purchased 
frequently.   If  such  articles  are  charged  to  current  costs  and  not  to  capital 
outlay  the  error  introduced  will  in  large  part  be  offset  by  similar  purchases 
being  made  each  year. 

"It  is  generally  considered  best  to  be  conservative.   In  accounting,  when- 


'^Ira  G.  Flocken,  "Capital  Expenditures  and  Debt  Service,  »  Proceedings  of  the  27th  Annual 
Meeting  of  the  National  Association  of  Public  School  Business  Officials,  1938,  pp.  199-201. 
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ever  a  close  decision  needs  to  be  made,  the  decision  usually  follows  the  course 
which  will  make  the  error,  if  any,  least  important.   If  an  error  is  made  in  de- 
ciding upon  capital  and  revenue  (current  expense)  charges  we  shall  either  under- 
state or  overstate  our  capital  assets.   It  is  more  conservative  to  understate 
an  asset  than  to  overstate  it  or  inflate  it.   Therefore,  when  a  decision  needs 
to  be  made  as  to  a  capital  or  revenue  (current  expense)  charge,  it  is  better  to 
err  on  the  side  of  conservatism  than  on  the  side  of  overstating  assets. 
Suggestions   for  a  Rule    of  Practice 

"Assuming  that  in  most  school  districts  detailed  property  accounts  are  not 
kept  for  each  item  of  eq[uipment  and  that  depreciation  is  not  systematically 
shown  in  the  accounts,  the  following  is  suggested  as  a  practical  plan  of  opera- 
tion. 

"All  expenses  necessary  to  equip  and  start  a  new  school  building  in  ser- 
vice should  be  capitalized.   This  should  include  even  items  of  small  value  and 
short  life  where  such  articles  are  likely  to  be  perpetually  maintained. 

"Replacement  made  after  the  time  of  the  first  installation  should  not  be 
capitalized. 

"After  the  building  is  in  operation  articles  costing  $10  or  less  should 
not  be  capitalized  unless  such  articles  are  units  in  a  large  piychase  which 
purchase  as  a  whole  should  be  capitalized,  such  as  additional  laboratory  or 
domestic  science  equipment.   Charging  articles  of  small  value  to  revenue  (cur- 
rent expense),  even  though  the  article  meets  the  other  tests  of  being  a  capital 
expenditure,  would  not,  it  is  believed,  introduce  a  large  error.   Furthermore, 
such  errors  would  be  considerably  offset  by  similar  purchases  of  such  items 
from  year  to  year. 

"Articles  that  will  not  have  a  useful  life  of  more  than  lo  years    should 
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not  be  capitalized.   Ten  years  is  a  relatively  short  time  in  the  life  of  a 
school  system  which  may  be  considered  to  have  perpetual  life.   It  is  not  likely 
that  most  school  districts  would  want  to  take  a  complete  detailed  inventory  of 
the  capital  assets  more  frequently  than  once  every  ten  years,  either  at  a  single 
time  or  by  a  continuous  process.   The  only  purpose  of  such  an  inventory  would 
be  to  more  accurately  state  the  value  of  capital  assets,  to  verify  their  exist- 
ence and  to  adjust  the  capital  surplus.   In  many  school  districts  such  an  in- 
ventory, perhaps  will  not  be  taken  frequently,  but  only  at  such  times  as  there 
is  an  actual  need  for  such  an  appraisal  and  inventory.   The  principal  value  to 
schools  at  present  in  accounting  for  capital  assets,  is  to  have  a  record  of 
their  costs,  their  additions,  and  of  their  disposition. 

"Only  articles  admitting  of  easy  identification  should  be  charged  as 
capital  assets.   Equipment  items  should  be  of  such  a  nature  that  they  can  be 
counted,  weighed,  measured,  and  valued  when  the  proper  time  comes  for  making 
an  inventory. 

"Summarizing  what  has  been  stated  above  in  regard  to  equipment  items,  it 


may 


be  said  that  for  practical  purposes  an  equipment    item   to    be    capitalized 


should  have   a  value    in  excess   of  $10,    a    life    of  ten  years   or  more,    and   he    of 
such  a  nature   as   to   be    readily   identified  for  purposes   of  property  accounting 
or  inventory.      It  should  not    be   a   replacement   of  about   equivalent  value    or  less 
compared  to   the    item  replaced. 

"When  the  above  practices  are  used,  their  effect  should  be  noted.   It  is 
desired  that  current  expenses  should  run  along  in  a  fairly  uniform  manner  with 
the  same  volume  of  activity.   Maintenance  costs  should  bear  a  somewhat  uniform 
relation  over  a  period  of  years  to  the  total  value  of  property  whose  upkeep, 
maintenance,  and  replacement  is  under  consideration.   If  in  any  situation  the 
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use  of  the  above  practices  would  seem  to  give  abnormal  results,  some  modifica- 
tion of  the  above  suggestions  would  be  necessary." 

As  a  compromise  between  the  theory  that  any  article  that  costs  more  than 
$1  and  lasts  more  than  1  year  should  be  classified  as  equipment  and  the  sug- 
gestion that  the  standard  be  made  $10  and  a  life  of  10  years,  which  seems  too 
long  to  some  people,  it  is  proposed  that  a  cost  of  $5  and  a  life  of  5  years  or 


mo 


re  be  taken  as  a  general  guide  for  the  classification  of  articles  as  equip- 


ment rather  than  supplies. 
Sites 
Include  all  land  purchased,  school  sites  and  additions  to  school  sites; 
improvements  to  sites,  playgrounds,  athletic  fields,  etc.;  together  with  all 
costs  of  acquiring  title  to  such  grounds. 

Hew   buildings   and  mechanical   and  fixed  equipment 
Include  payments  for  new  buildings,  advertisements  for  contracts,  payments 
on  contracts  for  construction,  installation  of  plumbing,  lighting,  heating, 
ventilating,  electric  wiring,  built-in  lockers,  etc.,  and  all  expenditures  for 
legal  services  chargeable  specifically  to  new  building  costs. 
Additions   to   buildings 
Include  expenditures  for  adding  new  facilities  such  as  additional  class- 
rooms, auditorium,  gymnasium,  etc.,  or  of  completing  unfinished  portions  of  the 
building. 

Improvements   to   buildings 
Be  careful  not  to  include  mere  repairs  or  alterations  which  do  not  increase 
the  efficiency  of  the  building.   It  should  be  noted  that  improvements  are  made 
within    the  previous  usable  floor  space  of  the  building  while  "Additions  to 
buildings"  increase    the  total  usable  floor  space. 


#» 
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Equipment 
The  purchase  of  ALL  eguipment  made  prior  to  the  opening  of  a  new  school 
building  or  department  should  be  charged  as  equipment.   For  practical  purposes, 
it  is  recommended  that  all  other  equipment  items  purchased  should  be  charged  as 
supplies  or  equipment,  according  to  some  rule  adopted  by  the  board  of  education 
and  recorded  in  the  minutes  or  set  up  by  the  State  department  of  education. 
This  rule  might  be  similar  to  that  quoted  above,  set  up  by  the  National  Associ- 
ation of  Public  School  Business  Officials. 

Library  books  -  Only  expenditures  for  additional  school  library  books,  ex- 
cluding replacements,  should  be  included  here.  Expenditures  for  Public  library 
books  should  be  entered  under  Auxiliary  Community  Services. 

Furniture,    laboratory,    and   other  equipment   -  Include  purchase  of  new  equip- 
ment (except  replacement  value  of  such  as  is  provided  to  replace  wornout  or  de- 
stroyed similar  equipment)  such  as  tables,,  desks,  cupboards,  filing  cabinets, 
racks,  stands,  typewriting  machines,  adding  machines,  duplicating  machines,  and 
other  labor-saving  devices;  electric  fans;  physical,  chemical,  biological,  and 
other  scientific  laboratory  and  demonstration  apparatus;  machinery,  tools,  and 
other  equipment  for  vocational  instruction,  domestic  science,  manual  training, 

etc.;  playground  equipment,  etc. 

Busses    and   other  transportation   equipment    -  Include  expenditures  for  all 


new 


busses  (except  for  replacement  value)  and  for  all  special  equipment  for 


transportation  purposes. 

The  simplest  ledger  accounts  for  Capital  Outlays  should  include  the  fol- 

lowing : 


-  45  - 


r-fl 


■wiiaMii 


Capital    Outlay: 

1.  Sites 

2.  New  buildings  

3.  Additions  to  buildings  

4.  Improvements  to  buildings  

5.  Equipment  (not  replacements): 

a.  Library  books  (school  library  only)  

b.  Laboratory  equipment,  furniture  and  fixtures  ... 

c.  Busses  

Total  


$ 


8,  Debt   Service 

This  account  has  been  separated  into  two  parts,  one  for  Interest  and  the 
other  for  Debt  Retirement. 

The  Transfers  from  current  funds  into  sinking  funds  for  the  retirement  of 
bonds  are  treated  here  as  debt  service  expenditures  for  the  same  reasons  as  ap- 
plied to  the  transfers  from  current  funds  into  teacher  retirement  funds.   These 
transfers  are  no  longer  available  for  general  use  and  in  States  having  a  State 
Sinking  Fund  Commission  or  similar  body  the  local  district  may  not  know  the 
amount  of  its  bonds  paid  off  in  any  one  year. 

It  should  be  noted  that  only  the  transfers  from  current  funds  into  sinking 
funds  FOR  PAYMENT  OP  BONDS  are  to  be  reported  in  this  item.   All  payments  for 
INTEREST,  whether  they  pass  through  a  so-called  interest  and  sinking  fund  account 
or  not,  should  be  reported  as  payments  from  current  funds. 

Payments  from  current  funds  and  from  sinking  funds  should  be  kept  separate. 
Current  funds 

These  are  moneys  received  during  the  current  year  from  revenue  receipts 
which  can  be  used  to  pay  current  obligations. 
Sinking  funis 

These  are  moneys  which  have  been  set  aside  or  invested  for  the  definite 
purpose  of  meeting  payments  on  debts  at   some    future    time. 


These  are  usually  funds  set  up  for  the  purpose  of  accumulating  moneys  over 
a  period  of  years  in  order  to  have  them  available  for  the  redemption  of  long- 
term  obligations  at  the  date  of  maturity.   (Accounts  established  for  handling 
the  proceeds  of  annual  revenue  for  interest  and/or  the  retirement  of  serial 
bonds  should  not  be  reported  as  sinking  funds.   Payments  into  and  out  of  such 
accounts  should  be  reported  as  payments  from  current   funds    and  not  from  sinking 
funds;  they  are  in  reality  interest  and  bond  accounts  but  not  sinking  funds.) 
The  balance  in  the  separate  interest  and  bond  account  is  simply  the  difference 
between  the  collections  of  current  money  to  meet  the  debt  service  expenses  and 
the  actual  current  payments,  i.e.,  discrepancies  between  anticipated  and  actual 


payments. 


Interest 


Interest  on  bank  loans  and  warrants  or  outstanding  bills  is  always  paid 
from  current  funds.   However,  interest  on  bonds  is  often  reported  as  being  paid 
from  sinking  funds  because  current  money  has  technically  passed  through  an  in- 
terest and  sinking  fund  account  during  the  year  in  the  process  of  being  paid. 
Whenever  a  levy  is  made  for  debt  service  purposes  sufficient  to  cover  the  in- 
terest or  interest  and  bond  payments  on  serial  bonds  coming  due  during  the 
year,  the  payments  should  be  recorded  and  reported  as  from  current  funds  and 
not  from  sinking  funds.   Very  seldom  is  interest  paid  from  real  sinking  funds. 
Bond  retirement   on  funded  debt 
Bonds  may  be  retired  in  three  ways  -  from  current  funds,  from  sinking 
funds,  or  by  refunding.   Payments  should  be  recorded  separately  for  these  three 
methods.   When  bonds  are  to  be  retired  at  some  future  date  from  money  currently 
paid  into  a  sinking  fund,  the  current  payments  into  this  sinking  fund  are  re- 
corded in  the  funded  debt  account  and  the  sinking  fund  itself  is  handled  in  a 
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subsidiary  account  as  a  revolving  fund. 


The  simplest  ledger  accounts  for  Debt  Service  should  include  the  follow- 


ing: 


Debt    Service: 
1.   Interest: 

a.  On  bank  loans  , 

b.  On  interest-bearing  warrants 

c.  On  bonds  , 

Total  , 


2.   Funded  debt: 

a.  Payments  of  loans  , 

b.  Payments  of  bonds  , 

c.  Payments  from  current  funds  INTO  sinking  funds 

for  retirement  of  bonds 

d.  Other  ( speci  fy )  

Total  , 


$ 


Figure  16  shows  the  arrangement  of  headings  in  a  multi-column  distribution 
ledger  for  the  8  fundamental  accounts  in  the  educational  accounting  system. 
VII.  Accounting  for  Stores 

A  special  accounting  procedure  (advancement  or  revolving  account)  is  neces- 
sary for  all  materials  handled  through  a  central  storehouse  in  order  to  insure 
charging  the  expenditures  for  the  amount  used  during  a  given  period  to  the  func- 
tion for  which  used.   The  notation  on  a  copy  of  the  purchase  order  or  invoice 
that  materials  have  been  received  at  the  storehouse  is  the  authority  for  coding 
on  the  voucher  jacket  or  voucher  check  the  expenditure  which  is  to  be  charged  to 
Stores. 

If  the  "pricing"  of  the  materials  is  done  in  the  business  office,  the  ledger 
accounts  in  the  storehouse  need  deal  only  with  quantities  received  and  quan- 
tities delivered  stnd  to  whom.   Periodically  (preferably  monthly)  a  summary  of 
the  amounts  delivered  should  be  submitted  to  the  business  office  for  pricing  and 
charging  in  the  Distribution  Ledgers. 
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At  any  time  the  amount  of  a  given  article  in  the  storehouse  should  check 
with  the  difference  between  the  amount  received  and  the  amount  delivered  in 

the  Stores  Ledger. 

The  authority  for  delivering  stores  as  stated  previously  is  a  requisition 
made  in  duplicate  or  triplicate,  one  copy  staying  with  the  person  requisition- 
ing the  material  and  one  (or  two)  copies  going  to  the  storehouse.   One  copy  is 
returned  with  the  materials  on  which  their  receipt  is  noted  and  is  then  sent 
back  to  the  storehouse.   If  three  copies  are  used,  this  receipted  copy  may  be 
sent  to  the  business  office. 

The  other  record  which  is  probably  necessary  is  a  card  to  be  kept  with  the 
material  in  the  storehouse,  on  which  is  entered  the  receipts  of  each  new  lot  of 


ma 


terial  and  the  delivery  of  each  article.   This  card  may  also  carry  the  point 


at  which  more  material  should  be  purchased  in  order  to  insure  an  adequate  sup- 
ply and  under  some  systems  the  unit  price  at  which  the  material  is  to  be  charged 

when  delivered. 

The  stores  requisition  and  shelf  card  are  illustrated  in  figures  17  and  18. 
VIII.  Accounting  for  Advancements   and  Revolving  Funds 

In  an  attempt  to  offer  a  richer  and  better  balanced  educational  program, 
practically  all  school  systems  during  recent  years  have  includad  a  number  of 
activities  offered  outside  regular  curriculum  programs,  usually  described  as 
extra-curricular  or  co-curricular  activities.   Unfortunately .the  organization 
for  the  business  administration,  financial  support,  and  business  management, 
especially  financial  accounting,  of  these  activities  leaves  much  to  be  desired. 
At  present  in  the  majority  of  communities  moneys  involved  in  connection  with 
the  offering  of  these  activities  usually  do  not  come  within  the  fiscal  control 
of  the  board  of  education  even  though  their  administration  is  now  considered 
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the  responsibility  of  the  board  of  education.  The    importance    of    including  all 
moneys    involved    in   any    and   all    regular   educational    offerings    by   a   school    system 
as    an    integral    part    of   the    regular   budget   and   subject  mg   them   to    the   most    effi- 
cient   and   careful   accounting  cannot    be    overemphasized. 

In  lieu  of  a  policy  under  which  the  board  purchases  and  furnishes  instruc- 
tional supplies,  textbooks,  etc.,  many  school  systems  sell  necessary  instruc- 
tional supplies  and  books  to  the  children  upon  a  cost  or  very  small  profit  ba- 
sis.  This  policy  necessitates  the  advancement  of  money  from  regular  school 
funds  which  is  later  returned  from  the  money  received  by  the  sales  of  the  ma- 
terials and  books.   The  inclusion  of  the  gross  amounts  of  such  as  expenditures 
and  receipts,  presents  an  inaccurate  and  unfavorable  picture  with  respect  to 
per  pupil  costs  on  the  one  hand  and  total  receipts  on  the  other.   For  example, 
in  a  high  school  which  has  an  enrollment  of  200  children  let  it  be  assumed  that 
there  was  an  expenditure  of  $1,000  for  textbooks  and  supplies  from  which  when 
sold  to  the  pupils  there  was  a  return  of  $1,020.   If  the  $1,000  with  which  the 
supplies  and  books  were  purchased  were  included  as  a  regular  expenditure  the  per 
pupil  cost  would  be  raised  $5  per  pupil  in  this  school  with  a  corresponding 
figure  of  $1,020  showing  in  receipts.   A  much  more  accurate  report  of  this  situ- 
ation would  be  had  by  including  in  the  receipts  only  the  $20  net  profit  from  the 
sale  of  supplies  and  books  (receipts  from  advancements).   If  small  losses  were 
experienced  from  the  sale  of  materials  and  books  a  wise  policy  similarly  would 
be  to  distribute  such  loss  on  the  appropriate  ledger.   Similar  situations  arise 
in  connection  with  cafeterias. 

Although  short-term  loans  are  somewhat  different  from  business  enterprises, 
such  as  school  stores  and  cafeterias,  they  present  the  same  type  of  accounting 
problem  and  should  be  handled  as  advancement  or  revolving  funds.   Inter- fund 
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transfers  and  loans  may  be  handled  the  same  way.   Prom  the  preceding  discussion 
it  seems  clear  that  every  school  system  should  make  provision  for  the  accounting 
for  advancements  and  revolving  funds  by  the  adoption  of  an  official  accounting 
system  for  such  funds  in  a  fashion  similar  to  that  followed  in  the  adoption  of 
the  major  accounting  system.   A  form  for  reporting  expenditures  of  petty  cash 
funds  is  shown  in  figure  19  and  a  report  form  for  cash  receipts  for  revolving 
funds  is  shown  in  figure  20.   (See  The  Safeguarding,  Accounting  and  Auditing  of 
Extraclassroom  Activity  Funds,  Finance  Pamphlet  No.  2,  University  of  the  State 
of  New  York  Bulletin,  No.  1144,  July  15,  1938,  Albany,  New  York.  ) 
IX.  Using   an   Accounting   System 
General    Ledger  Accounts 
One  of  the  major  functions  of  a  good  accounting  system  is  furnishing  a 
continuing,  continuous,  and  easily,  if  not  immediately,  accessible  instrument 
of  budgetary  control.   Such  a  control  instrument  is  available  in  the  cash  and 
appropriation  books  and  in  the  voucher  register  and  distribution  ledgers.   Such 
instruments,  however,  do  not  provide  desired  information  in  a  summarized  form 
which  is  immediately  available,  especially  where  large  sums  of  money  are  involved. 
The  general  ledger  serves  very  well  to  meet  this  need  for  a  budgetary  control 
instrument.   General  ledger  accounts  may  well  be  kept  for  receipts  and  expendi- 
tures separately  and  a  general  or  summary  ledger  account  kept  which  enables  an 
administrator  to  make  a  continual  appraisal  of  the  financial  conditions  of  the 
school  system,  especially  in  relation  to  the  budget  and  budget  appropriations. 
The  general  ledger  account  can  be  kept  for  any  group  of  items  of  receipts  or 
expenditures  on  which  an  administrative  officer  wants  to  keep  a  close  check. 

Budgetary  Procedure 
Since  the  main  purpose  of  a  budget  is  to  see  that  no  more  money  is  spent 
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than  is  available,  the  budget  for  receipts  is  just  as  important,  if  not  more  so, 
than  the  budget  for  expenditures.   The  amount  which  is  anticipated  from  each 


individual  source  should  be  carefully  estimated  and  compared  with  receipts  fr 


om 


the  same  source  in  previous  years.   If,  after  the  expenditure  budget  has  been 
tentatively  made,  it  appears  that  expenditures  will  exceed  receipts,  either  the 
expenditure  items  should  be  adjusted  to  meet  the  receipts  or  new  sources  of 
revenue  must  be  found  which  will  increase  the  receipts  to  a  place  where  they 
will  meet  the  expenditures. 

The  primary  interest  of  the  public  with  respect  to  budget  control  is  to 
establish  a  system  which  will  prevent  the  expenditure  of  more  money  than  is  ap- 
propriated or  made  available  by  tax  collection.   In  order  to  do  this  it  is  not 
necessary  that  every  item  in  the  accounting  system  shall  become  a  budget  account 
which  cannot  be  exceeded  except  through  some  special  authorization.   The  public, 
as  represented  by  the  appropriating  authority,  is  chiefly  interested  in  the  to- 
tal amount  of  the  appropriation  and  not  in  the  amount  which  may  be  expended  for 
a  minor  item  in  the  budget.   Therefore,  if  the  appropriating  authority  provides 
that  the  total  cannot  be  exceeded  or  that  the  total  for  certain  major  functions 
cannot  be  exceeded,  this  is  as  far  as  it  is  necessary  for  that  body  to  go.   To 
make  every  item  in  the  accounting  system  a  separate  budget  item  which  cannot  be 
exceeded  (a  separate  appropriation)  tends  to  make  financial  administration  in- 
flexible and  to  invalidate  the  use  of  the  accounting  system  for  deriving  accu- 
rate costs.   When  money  is  not  available  under  one  account  for  purchasing  mate- 
rials which  should  be  charged  to  that  account,  these  materials  will  probably  be 
purchased  and  charged  to  some  other  account  where  money  is  available,  especially 
if  the  amount  involved  in  the  single  transaction  is  slight.   The  accumulation, 
however,  of  a  large  niimber  of  items  charged  to  the  wrong  accounts  even  though 
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small,  makes  the  accounting  system  unreliable  for  cost  purposes. 

Most  of  the  separate  budget  items  in  the  accounting  system  should  be  con- 
sidered, first,  as  supporting  evidence  for  the  total  amount  requested  in  the 
budget  and  for  the  total  amounts  needed  for  fundamental  purposes,  and  second, 
for  administrative  purposes  with  respect  to  the  control  within  the  system  of 
expenditures  for  ea-ch  item.   In  order  to  be  able  to  build  a  reasonably  accurate 
budget,  it  is  necessary  from  year  to  year  to  know  the  exact  expenditure  for  many 
separate  items.   This  knowledge,  however,  is  administrative  and  not  primarily 
fiscal.   The  ideal  budget,  therefore,  will  present  the  total  amount  of  expendi- 
ture under  a  few  fundamental  accounts  and  the  total  expected  income  from  the 
various  sources,  supported  by  supplementary  material  showing  the  method  by 
which  these  totals  have  been  obtained.   The  supplementary  material,  however, 
should  not,  as  stated  above,  be  considered  as  a  part  of  the  official  budget 
which  must  be  adhered  to  dollar  for  dollar. 

The  typical  ledger  account  carries  both  receipts  and  expenditures  in  order 
at  all  times  to  show  the  relationship  of  these  two  items  and  thereby  guarantee 
that  the  expenditure  does  not  exceed  the  appropriation.   This  control  can  be 
easily  maintained  in  the  combination  voucher  register  and  distribution  ledger 
which  will  be  used  in  many  small  school  systems,  or  in  a  larger  separate  dis- 
tribution ledger  by  placing  the  amount  appropriated  for  each  item  in  the  ac- 
counting system,  on  the  first  line  of  the  page.   At  any  time  the  total  expendi- 
tures, of  course,  including  encumbrances,  subtracted  from  this  appropriation 
item,  will  show  the  relation  of  the  expenditure  to  the  budget  at  that  time. 

The  amount  of  time  necessary  to  prepare  a  reasonably  accurate  budget  will 
depend  very  largely  upon  the  accuracy  and  detail  of  the  accounting  system.  If 
comparative  expenditures  are  kept  in  summary  form  over  a  period  of  time  and  re- 
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lated  to  changes  in  enrollment  and  in  the  educational  program,  increases  in  the 
budget  can  many  times  be  estimated  from  the  accounting  system  if  one  knows  what 
changes  will  occur  in  enrollments  and  in  the  educational  program. 
Statements 
At  regular  intervals  and  usually  at  least  once  a  month  the  superintendent 
of  schools  and  the  board  should  have  financial  statements  showing  the  relation 
of  expected  income  to  actual  receipts  and  all  current  expenditures  to  appropri- 
ations.  There  are  many  special  statements  that  will  assist  the  administrative 
officers  in  forming  policy  with  respect  to  the  financial  condition  of  the  school 
system.   One  of  these  is  an > analysis  of  receipts  from  each  source  by  months  com- 
pared with  similar  receipts  in  previous  years.   This  type  of  statement  will  im- 
mediately show  whether  receipts  are  normal  for  the  period.   The  effect  of  eco- 
nomic conditions  upon  receipts  for  school  purposes  will  show  up  very  quickly 
from  such  a  statement.   Similarly,  a  comparison  of  expenditures  in  previous 
years  will  show  whether  the  expenditure  program  is  proceeding  at  a  normal  rate 
or  whether  money  is  being  used  for  some  purposes  so  rapidly  that  it  will  be 
necessary  to  have  more  money  for  these  purposes  in  order  to  finish  out  the  year. 

The  annual  audit  is  a  form  of  statement  showing  the  financial  condition  of 
the  schools  and  substantiating  the  legality  of  transactions. 

A  statement  showing  the  appropriation,  the  amount  expended,  the  amount  en- 
cumbered, and  the  unencumbered  balance  for  each  major  budget  account  is  usually 
provided  monthly. 
Reports 

Reports  serve  two  purposes  -  informing  the  administration  of  what  is  going 
on  in  the  school  system  and  informing  the  public.   The  administration  needs 
much  more  detail  and  much  information  which  would  be  of  no  use  to  the  general 


public.   Therefore,  the  purpose  which  the  report  is  to  serve  should  be  consid- 
ered in  determining  the  content  and  method  of  presentation  of  the  materials. 
Many  of  these  will  be  in  the  form  of  financial  statements  as  mentioned 
above.   Cost  reports  should,  in  general,  be  made  for  administrative  purposes. 
Only  in  the  most  general  way  can  the  public  be  interested  in  such  reports. 
Their  chief  purpose  is  to  indicate  efficiency  within    systems  not    between    systems. 
They  should  be  used  for  comparative  purposes  only,  with  the  greatest  care.   How- 
ever, both  the  school  administrators  themselves  and  the  public  have  a  right  to 
know  the  cost  of  education  per  unit. 

Periodic  reports  to  the  county  or  other  intermediate  unit  and  to  the  State 
department  of  education  are  administrative  reports. 

The  official  reports  for  administrative  purposes  should  be  integrated  into 
a  logical  system  whereby  items  originating  in  the  accounting  system  are  passed 
on  through  the  local  superintendent  to  the  county  or  other  district  organization 
to  the  State  department  of  education  and  to  the  U.  S.  Office  of  Education.   The 
accuracy  of  the  final  figures  depends  very  largely  upon  the  extent  to  which  this 
system  is  worked  out.   Items  which  have  administrative  use  in  the  district  only, 
should  not  pass  beyond  the  superintendent's  office.   Similarly,  certain  items 
will  stop  with  the  county  or  district  superintendent,  others  with  the  State, 
and  only  items  which  have  significance  for  educational  policy  in  general  over 
the  country  as  a  whole  or  are  needed  for  general  information  or  research  pur- 
poses will  be  passed  on  to  the  Federal  Government.   The  recent  cooperative  pro- 
gram of  the  48  States  and  the  U.  S.  Office  of  Education  in  the  field  of  records 
and  reports  isi  aiming  especially  at  establishing  a  reporting  system  which  will 
meet  these  various  administrative  requirements.   The  States  will  find  that  the 
more  nearly  it  is  possible  to  bring  the  State  and  local  accounting  and  report- 
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ing  system  into  harmony  with  the  recommendations  of  national  committees,  the 
more  comparable  will  be  the  data  which  become  available  and  the  easier  it  will 
be  for  all  reporting  agencies  to  provide  information  for  the  public. 

DIAGRAM 


Records  to  local  superintendent 


Local  superintendent  to  county 


County  to  State 


State  to 
U.  S.  Office  of  Education 


The  report  of  the  State  to  the  U.  S.  Office  of  Education,  is,  of  course, 
not  an  administrative  report  (except  in  respect  to  Federal  funds  used  for  vo- 
cational education)  but  is  mentioned  here  because  it  must  be  tied  into  the  re- 
porting system  of  the  State. 

In  many  States  the  law  requires  that  the  budget  be  published.   Where  leg- 
ally possible  this  publication  may  be  made  in  an  attractive  form  which  will 
give  the  public  some  insight  into  the  meaning  of  the  financial  data.   Good  ex- 
amples of  this  form  of  presentation  are  the  following:   The  budget  of  the  Board 
of  Education,  as  presented  by  Rochester,  N.  Y. ,  Schenectady,  N.  Y. ,  Minneapolis, 
Minn.,  and  Los  Angeles,  Calif.   Some  school  systems  make  an  annual  report  di- 
rectly to  the  public  or  through  the  city  or  town  government  on  which  they  are 
dependent  for  support. 

Since  financial  data  are  only  a  reflection  in  dollars  and  cents  of  the 
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program  that  is  being  offered,  the  emphasis  in  a  report  to  the  public  should  be 
placed  on  tying  the  cost  figure  to  an  explanation  of  the  program  that  has  been 
financed. 

The  State  has  the  constitutional  responsibility  for  educating  its  citizens. 
The  State  report  to  the  public  should,  therefore,  show  the  extent  to  which  this 
responsibility  is  being  met,  and,  on  the  financial  side,  the  relationship  of 
the  State  aid  program  to  the  fulfillment  of  this  responsibility.   The  program 
and  its  necessity  and  results  should  be  tied  to  the  cost  figures  to  give  them 
meaning.   To  what  extent  does  the  State  aid  lengthen  school  terms  and  for  how 
many  pupils?   To  what  extent  does  the  State  aid  provide  better  trained  teachers 
and  for  how  many  schools  and  pupils?   To  what  extent  also  does  State  aid  provide 
curriculum  offerings  which  would  otherwise  not  be  possible  and  provide  educa- 
tional opportunities  for  physically,  mentally,  or  socially  handicapped  children 
which  would  not  otherwise  be  possible? 

Appraisal   and   policy  formulation 

Comparable  figures  over  a  period  of  time,  when  represented  by  proper  graphs, 
indicate  trends  and  show  to  some  extent  whei*e  the  schools  have  come  from,  where 
they  are,  and  where  they  are  going,  that  is,  if  they  continue  in  the  same  direc- 
tion.  When  properly  used  and  explained  by  a  person  who  knows  what  they  mean, 
such  appraisals  can  be  of  real  use  in  the  formulation  of  policy.   Every  school 
system  should  have  some  such  appraisals  of  financial  management  for  receipts  by 
source,  expenditures  by  purpose,  expenditures  for  individual  items  such  as  coal, 
insurance,  etc.,  especially  related  to  units  of  service. 

Long  term,  comparable,  finance  figures  when  used  in  conjunction  with  in- 
creases in  service  and  changes  in  enrollment,  will  greatly  simplify  the  pro- 
cedure of  budget  making  and  increase  the  accuracy  of  estimating  needs. 
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Comparable  costs  by  building,  etc.,  may  show  up  excessive  expenditures 
which  when  studied  for  causes,  lead  to  changes  which  reduce  costs,  a  reflection 
of  good  administration.   The  spending  of  fewer  dollars  may  or  may  not  be  econ- 
omical but  the  getting  of  100  cents  worth  of  service  for  each  dollar  spent  is 
always  true  economy.   One  of  the  chief  purposes  of  accounting  is  to  make  this 
possible. 
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DAMAGED    PAG'E(S) 


P 
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Independent  School  District  of  Burlinirton,  Iowa 

WORK  ORDER 


PROJECT    J^O 


1250 


> 

Mr. School 

Proceed  with  the  following  work: Date  

Ordered  by 


t  A. 


NOTE:  List  All  Material  Used  on  Other  Side. 

REPORT 

»^'tarted  Completed  

Description  of  work  completed: 


»e  ( 

of  work : 

D 

Haulage. 

D 

Miscellaneous. 

D 

Decoration. 

D 

Structural. 

D 

Grounds. 

D 

Plumbing  and  Gas. 

D 

Heat  and  Ventilation 

D 

Clocks  and  Bells. 

D 

Electrical. 

Name Time 

Name Time 

Name Time 

Name Time 


O.  K Signed 

.'  (In  Charge) 


(Assigned  to  Project) 


hrs. 
hrs. 
hrs. 
hrs. 


< 


Figure  1.    -  Work  order 


!i-^^g«;»^-"^>^-.^^^a>!Wtt^ga«^i^^'t'*;.  ^^  ^  ^^    ^^j  m 


M  •CMcxx  •ccotMme  roMS 
I  Bat  a.  im.  kr  >Hi  iMra  •■  t 
I  iMiiimOMH  nm.mmiM 


'i.^A 


Requisition  No. 
School 


District  No. 
Date 


^  19. 


REQUISITION   FOR  MATERIALS  OR  SERVICES 

For  Use  in  the  Public  School  System, County,  Florida 

To:  THK  COUNTY  SL'PKIUNTKNDKNT  OF  PUBLIC  INSTRUCTION: 

The    following    inatcrials    or    services    are    needed    for  use   in  this  school    and   should   be   made   available   by 

. ,19 

Requested  by..^ 


i  * 


Principal. 


QUANTITY 


ON 

HAND 


REQUESTED 


DESCRIPTION 


PURPOSE  OR    USE 


TO    BE    FILLED    IN    BY    COUNTY    SUPERINTENDENT 


QUANTITY 
APPROVED 


PURCHASE 

ORDER 

NO.' 


UNIT 
PRICE 


TOTAL  COST 


*lf  supplied  from  Sloreroom,  indicate  by  "S. 


TOTAL 


Apphovki):  To  I»<-  rhar)jr«l  lo:   (Jxinly   (.rneral  Srliool   Fund   (        );    (iurrt-nt   Fund,   District   Nund>«-r 


)    (Check). 


I  hereby  cerlity  that  funds  to  cover  these  expenditures  are   authorized   in   the   Budget   and   have   not  been   en- 
cumbered. 

,  It) 

County  Superintendent. 

Note:  Thi>  rfqui>ition  i>  t(»  It*-  prfpart-d  in  triplicatf.  The  original  and  dupliratc  riiut't  go  to  th»*  (bounty  Superintt-ndi-nt  and  be 
approved  by  bim.  Thr  ori)cinal  will  then  li«-  rftaint-d  in  ttir  ofti<e  of  the  County  Superintendent,  as  the  ha^i^  for  any  purchase  orders 
to  he  prepared  by  him  <or  a>  the  \ta»if<  for  rharging  the  di^t^i^t  or  M-hool  with  the  supplies  furnished  from  the  Storeroom  by  credit- 
ing the  J<toreroom  account  in  the  General  Le<lger  and  charging  the  district  or  school),  and  the  approved  duplicate  returned  lo  the 
Principal.  This  requisition  form  is  an  essential  part  of  the  new  Kudget  system.  It  provides  a  means  of  checking  the  proposed  ex- 
penditures and   keeping  within  the   Budget,  as  required   by  law. 

FORM    FA-6P      fftriO^  Unitorm   School  Aeceuntlng  Syitctn.     Mfd.   by  Tht    Drew  Prow.   Jmekionville 


Figure  2.  -  Requisition  for  Materials  or  Servioes 


■iill 


roaart  n 

rt.CW«« 
jwfcuMi  KKXX  »ccouin»«;  lomm 


i!<_  -L^^uu^ 


BID   No. 


THIS    BID   NUMBER    MUST   APPEAR 

ON    ALL   CORRESPONDENCE    OR 

QUOTATIONS. 


BID  FORM 


.  —  County  Board  of  Public  Instruction 


,  Florida 
.19 


To 


Address 


Please  quote  lowest  prices  for  merchandise  or  services  described  below,  which  must  include  all  delivery 
charges  (unless  otherwise  specified)  to  points  in  this  county,  accessible  to  water,  rail  or  motor  carriers.  To  be 
shipped  by  (indicated  by  check)  :  Freight  (       ),  Express  (       ),  Parcel  Post  {       ),  Local  Agency  (       ). 

Respond  only  to  statement  which  has  been  checked: 

n  1.  Quotations  will  be  received  at  the  office  of  the  County  Superintendent  of  Public  Instruction  until 

_  _  ,19 

D  2.  Sealed  bids  will  be  received  at  the  ofTice  of  the  County  Superintendent  of  Public  Instruction   until 

,19 

At  the  time  designated  bids  will  be  formally  opened  in  accordance  with  regulations  on  the  reverse 
side  of  this  sheet. 


Chairman  of  Board. 


Superintendent  of  Public  Instruction. 


QUANTITY 


UNIT 

OF 

MEASURE 


DESCRIPTION    OF    ITEMS 


PRICE 
PER 
UNIT 


i 


TOTAL 
BY 

ITEMS 


The  above  bids  are  submitted   in  a«  rordanre  with  regulations  on  the  reverse  side  of  this  sheet. 


THIS  IS  NOT  A  PURCHASE  ORDER 

FORM   FA-78     Florid*  Unlfomi  8«hMl  Ac«tuiitlii|  8y»tt«.     Mfd.  by  Th«   Ortw   Pr»M.   jMktMvllU 


Signature  of  Bidder. 


Figure  3.   -  Bid  Form  (front) 


X 

u 


o 


> 


County  BoiikI 


BID    FORM  REGULATIONS 

I.  SEALED  BIDS 

1.  Sealed  bids  prepared  in  duplicate,  addressed  to  the       

of  Public  Instruction  and  marked  "Proposals  for  Furnishing  

to  the  Board  of  Public  Instruction"  will  be  received  at  the  time  stated  and  for  the  quantities  of  nierchandisc 
or  type  of  services  provided  in  the  bid  form. 

2.  No  bid  will  be  entertained  unless  it  is  prepared  upon  the  Board  of  Public  Instruction  Bid  Form  an<l  signitl 
in  ink  by  an  official  of  the  company  submitting  the  proposal. 

3.  Bids  must  be  executed  in  accordance  with  and  subject  to  the  instructions  and  specifications  attached  hereto. 

4.  Unless  otherwise  specified,  every  bid  received  must  have  enclosed  therewith  money  or  a  certified  chock  for 
at  least  five  (5)  per  centum  of  the  amount  of  the  bid  as  a  guarantee  that  the  bidder  will  enter  into  contract 
if  one  shall  be  awarded  him.  Deposits  will  be  returned  immediately  to  unsuccessful  bidders.  Deposits  of 
successful  bidders  will  be  retained  until  contracts  have  been  entered  into  and  performance  bonds 
properly  executed. 

5.  Notice  is  hereby  given  that,  unless  otherwise  instructed,  the  person  or  persons  to  whom  a  contract  shall  be 
awarded  will  be  required  to  execute  and  deliver  to  the  Board  of  Public  Instruction  a  bond  in  an  amount 
equal  to  twenty  (20)  per  centum  of  the  accepted  bid  conditioned  on  the  faithful  performance  of  the  contract. 
Such  bond  shall  be  a  surety  bond  or  a  bond  executed  by  contractor  secured  by  the  deposit  of  bonds  of  the 

United  States,  or  the  County  of  ,  State  of  Florida,  and  shall  be  satis- 

factory  to  the  Board  of  Public  Instruction  and  shall  be  approved  by  the  attorney  for  the  said  Board  as  to 
form. 

6.  Contract  for  the  item  or  items  upon  which  bids  are  solicited  will  specify  the day  of 

_ _  .,  19    ,  for  delivery,  f.  o.  b.,  destination.     (See  attached  sheet  for 

distribution  points  and  quantities  designated  for  each.) 

7.  Unless  otherwise  specified,  the  prices  quoted  by  a  successful  contractor  in  his  proposal  shall  become  the 
standard  price  for  furnishing  to  the  Board  of  Public  Instruction  such  items  as  may  be  ordered  from  time  to 
time  during  the  school  year  beginning  July  1,  1938,  and  ending  June  30,  1939,  provided  that  such  items  are 
ordered  in  the  following  quantities:-    - 


8.  The  Board  of  Public  Instruction  reserves  the  right  to  accept  or  reject  proposals  in  whole  or  in  part.  In  the 
event  that  a  proposal  is  accepted  in  part  and  the  successful  bidder  refuses  to  enter  into  contract,  the  entire 
deposit  will  be  forfeited  and  shall  be  placed  to  the  credit  of  the  general  school  fund  of  the  county. 

11.  QUOTATIONS 

1.  From  time  to  time  the  Board  of  Public  Instruction  will  invite  quotations  for  printing,  school  supplies,  c(|uip- 
menl  and  services  which  do  not  come  within  the  purview  of  law  or  regulation  requiring  more  formal 
procedure. 

2.  Quotations  shall  be  executed  in  conformity  with  the  instructions  and  specifications  attached  hereto. 

3.  The  Board  of  Public  Instruction  reserves  the  right  to  accept  or  reject  any  or  all  quotations  in  whole  or  in 
part. 


Figure  3  (Contd.)   -  Bid  Fonn  (back) 


1 


II  KHOOl  KCOUMTM«  f  Oils 
••I  B.  lat  ••  MM  tHM  «  I 


ORDCN     No. 


VOUN     IN.OICK     MUST     SHOW 
THIS    OnOKR    NUMBER. 


PURCHASE  ORDER  FOR  MATERIALS  OR  SERVICES 


For  Use  in  the  Public  School  Sjrstem, 


County,  Florida 


Addre.ss 


Please  enter  our  order  for  materials  or  services  listed  below: 


Ship  via. 


To  be  delivered  by  (Date) 


If  goods  cannot  be  delivered  as  requested,  please  notify  us  at  once. 


,  FU>RIDA 

,19 


.  19 


Spec  i  a 

1   Instnirtion.s! 

.._ _— 



• 

QUANTITY 

DCSCRimON 

UNIT   PRICE 

TOTAL    COST 

• 

f 

v 

• 

• 

f 
i 

< 

< 

• 

< 

TOTAL 

\' 

ARTICLES 

• 

SIZE  OR  KINO 

1 

2 

3 

VENDOR 

ADDRESS 

4 
5 
6 

VENDOR 

ADDRESS 

> 

DATE 

ORDER  NO. 

VOUCHER  NO. 

VEN. 

QUANTITY 

PRICE 

UNIT 

DELIVERED  TO 

TERMS 

« 

— 

*t» 

)f  Pv 

(Record  { 

T chases 

Card) 

V   # 



— 

• 



— 





r 



Figure  5.  -  Vendor  Index  (order  register) 


NAME 


Form  A6-1M-S-39 


Card  No. 


ADDRESS 


Date 


Chairman  County  Board  of  Public  Instruction. 


By 


FORM   FA-SS      riwMa  Ualtw*  SaliMl  Anwrtlt  ty*t«M.     MM.  by  TM  Drt«  Ptms.  JmUmmMI* 


Superintendent  and  Secretary. 

Figure  4.   -  Purchase  Order  (county  schools) 


-.1 


Order  No. 


Amount 


Date 


THE  BOARD  OF  PUBLIC  EDUCATION 
ORDER    REGISTER 


Order  No. 


Amount 


Date 


)rder  No. 


Amount 


Supplies  and  Materials  index  (record  of 
purchase  card) 


?' 


L.   A.   CITY  BOARD  OF  EDUCATION 

CONTROLLING  DIVISION 

Journal  Voucher — 2 


ACCT. 
NO. 

ACCOUNTS 

DEBIT 

^ss.^ 

CREDIT 

IB 

GENERAL  FUND 

IB 

IF 

BUILDING  FUND 

IF 

IK 

RETIREMENT    TAX  FUND 

IK 

ESTIMATED  REVENUE 

3 

**           STATE  SCHOOL  FUMD 

3 

$ 

«          STATE  GENERAL  FUND 

S 

7 

**          COUNTY  PRIOR  YEARS 

7 
9 

9 

**           DISTRICT  TAX  CURR.  YR.  REALTY  ROLL 

11 

**           DISTRICT  TAX  CURR.  YR.  UNSEC.  FERS.  PROF. 

11 

llA 

M           DISTRICT  TAX  PRIOR  YRS.  UNSEC.  FERS.  PROP. 

_1.1A 

-  ■  ■  - •  • 

13 

**           DISTRICT  TAX  PRIOR  YRS.  REALTY  ROLL 

13  . 
IS 
ISA 
17 

IS 

**          SOLVENT  CREDITS  TAXES  CURR.  YR. 

ISA 

"           SOLVENT  CREDITS  TAXES  PRIOR  YRS. 



17 

**           FEDERAL  i  STATE  VOC.  B>UC.  FUND 

19 

**           INTEREST  ON  DEPOSITS 

19 

-< 

21 

«          TUITION  CONTRACTS  —   OUTSIDE  DISTRICTS 

21 

21A 

**           TUITION  RECEIPTS  — LA.  CO.  CURR.  YR. 

21A 



21B 

**          TUITION  RECEIPTS  —  L  A.  CO.  PRIOR  YRS. 

21B 

21C 

**           TUITION  RECEIPTS  -  OUHIDE  CO.  CURR.  YR. 

21C 

. 

21D 

«          TUITION  RECEIPTS  -  OUTSIDE  CO.  PR.  YRS. 

211 

CL 

**           INTER-DISTRICT 

31 

**           MISCELLANEOUS 

31 

**           RENTALS— 

«          TUITION- 

41 

COLLECTIONS  lY  SECRETARY 

41 

37_ 
37A 

PAYROLL  CLEARANCE  FUND 

37 

PAYROLL  CLEARANCE  ACCOUNT 

37A 

4SA 

ACCOUNTS  RECEIVABLE  STORES  CLAIMS 

45A 

45B 
45D 

ACCOUNTS  RECEiVARLE  SHOP  CLAIMS 

4SB 

ACCOUNTS  RECEIVARLE  MISCELLANEOUS 

4SD 

301 

EXPENSES 

aoi 

_J7 

CAPITAL  OUTLAYS 

57 

49 

STORES 

49 

53 

SHOP  CHARGES 

S3 

GRAND     TOTAL 

COVERS                                                                                                                          SCHEDULE  NO. 

DATE   PREPARED 

PREPARED  BY 

APPROVED  BY 

POSTED  BY 

FUND 

MONYM  6f^                                          J.  V.  N6. 

I 

Figure  6  -  Journal  Vouohep 


LINCOLN  HIGH  SCHOOL  V.OMEN 


Date 


No. 


k>i 


Annual      Monthly      Sal. for        Ded'n      Ded»n      Other    Amount 
Name  i/  Salary      Salary        Pay  Per.        Retire.       Ins.       Ded'n     of  Ck. 


1/  Names  deleted 


2.025 


1,^00 


1.600 


1.625 


1>375 


1.600 


1.425 


168.75 


125.00 


133-33 


13?>41 


131-2^ 


133-33 


118.75 


2,02? 


1,300 


2.025 


2.125 


2.075 


1.375 


1.750 


168.75 


108.33 


168.7? 


177.08 


172.91 


114.58 


It  82? 


2,27? 


2.225 


2.275 


1,37? 


i,??Q 


1,37? 


1|82? 


1.400 


1.575 


145.83 


152.08 


189 . 58 


185. q 


189.58 


114.58 


129.16 


114.58 


152.08 


116.66 


2.025 


1.725 


1.800 


47,275 


131-25 


168.75 


143>7? 


150.00 


3,939.51 


84»37 


62.50 


66.66 


67.70 


65.62 


66.66 


?9>37 


84-37 


54.16 


84.37 


88.54 


86.45 


57.29 


72.91 


76.04 


94.79 


92.70 


94.79 


57.29 


64.58 


57.29 


76.04 


38.33 


65.62 


84.37 


71.87 


7?-00 


1,969.68 


Figure  7.  -  Master  Payroll  Stenoil-eut 


6.07 


Al50 


4.80 


Ai8I 


JlJ2 


4.80 


A^ 


Jl 


Jl 


Jl 


6.07 


i90 


6.07 


A^il 


6.22 


4.12 


5.25 


jJl 


^21 


1.50 


^21 


U^ 


6.82 


6.67 


6.82 


4.12 


4.65 


4.12 


Ji 


Jl 


Al 


ItKL 


4.20 


4.72 


6.07 


5.17 


liAO 


141.73 


j:i 


The  Board  of  Public  Education 

OF    THE 

SCHOOL    DISTRICT   OF    PITTSBURGH 


N.— NEW    ENTRANT 

O.— PRESENT  EMPI.OYC.  NON-MKMaCR 


ABSRBVIATIONS    USED    BCLOW 

•...SALARY 

R.  C.—RrriREMENT  CONTRIMTnON 

R.— RKMAINOER 


SALARIES  AND  RETIREMENT  CONTRIBUTIONS  FOR  THE  SCHOOL  YEAR  COMMENCING 


DATE 


Original  [accounting  department's  copy] 

Send  this  Copy  to  Chief  Accountant  with  Duplicate, 
Triplicate  and  Quadruplicate. 


SCHOOL 


THE  BOARD  OF  PUBLIC  EDUCATION  OF  THE  SCHOOL  DISTRICT  OF  PITTSBURGH 

DATE 


AMOUNT 


AMOUNT  OF  SCHOOL  ORDER 


ATTACHED  SCHOOL  ORDER  IS  IN  SETTLEMENT  OF  ABOVE  ITEMS. 


DETACH   CHECK    BEFORE   DEPOSITING. 


Ftrm  No. 


TREASURER   OF 


Ok  HER  No. 


>        o 

K 


o 


I 

J 
o 
o 

z 
u 
(fl 


OF  THE  SCHOOL  DISTRICT  OF   PITTSBURGH 


Pittsburgh, Pa. 


Pay 


Jn  full  payment  of  account  as  shown  ona^tg^ched  statement 
TOORDKH  OF 


s. 


Payable  at 


o 

> 

0 
q: 

Q. 

a 

4 


DEPOSITORY  OF  THE  SCHOOL  DIBTHICT  OF  PITTSBURGH 


By  Order  6f  thbXBoard 


SCHOOL.  TREASURER 


SECRETARY  OR  ASST  SECRETARY 


PRESIDENT  OR  VICE   PRESIDENT 


X. 


Principal 
^  Schoal 


Figure  8.  -  Master  Payroll  (large  city) 


Figure  9 


-  Vouoher  Check  (distribution  on  back  of 
duplicate  copy)  Front  of  original 


Item  2 


Distribution 


Item  3 


ACCOUNT 

Explanation 

Amount 

y 

TOTAL 

Discount 

Net  Total 

- 

Account 

EXPLANATION 

, 

AMOUNT 

y 

\ 

Total 

\ 

Discount 

Nit  Total 

Other  Items 

\ 

Account 

Explanation 

Amount 

V 

\ 

t 

> 

< 

Figure  9  (Contd.)  Voucher  Check  (distribution  on  back 
of  duplicate  copy  )  back  of  duplicate 


t: 


BOARD  OF  EDUCATION 
CITY  OF  FERNDALE 

FERNDALE.     MICHIGAN 


VOUCHER   CHECK  NV         8100 


In  account  With- 


AMOUNT  OF   INVOICE 


VENDOR'S 
invoice  NO. 


O 
UJ 

J 
J. 

Ul 

o 
o 


Ul 

0 


z 


BOARD  OF  EDUCATION 
CITY   OF   FERNDALE 

FERNDALE.   MICHIGAN 


N9        8100 


FERNDALE,   MICHIGAN 


PAY  TO  THE 
ORDER  OF 


Cx 


-sf. 


_194 


WABEEK   STATE    BANK 

of  BIRMINGHAM.   MICHIGAN 

74-1182  FERNDALE  OFFICE  74-1182 


B^JKd  of   EDUCATION 
jTiPERNDALE,   Michigan 


DOLLARS 


BY. 


TREASURER 


Figure  10.  -  Voucher  Check  (distribution  on  face) 


\ 


Check  No.. 


Invoice  of. 


Date. 


Amount. 


Cash  Dis., 


Net  Amount 


ACCOUNT  TO  BE  CHARGED 


Approved 


Secretary  and  Purchasing  Agent 


Superintendent 


CJhecked  ^ 


Finance  Coinmlttflfi- 


Bookkeeper 


Form  BD-16 


General  Control   (Educational) 

Salaries:  Administrative  -.. 

Supplies    

.       Printing    

Other  Expense  


Total 


Instructional  Service  (Educational) 

Salary:  Supt 

. '     Salaries:  Teachers  

Pensions    

Supplies:  Books  

Paper    

Dom.   Sci 

Man.  Train 

*^  Drawing — Arts 

Sundry    

Other  Expense  

Total  


^M. 


^^J( 


Operation  of  School  Plant  (Educational) 


'^"^ 


Salaries:  Janitors  

Fuel  

Water   

Gas,  Power,  Light 

Supplies    

Equipment:  Domestic  Science  

Manual   Training  

General   

Repairs  and  Replacement  to  Equipment 
Repairs  and  Replacement  to  Furniture  . 

Furniture    

0th 0 r  E xpense  

Total   


Maintenance  (Upkeep)  Buildingr 

ITnkppn  of  Grounds                          

'Rortaii-c    nf    RllildilUT^                                             

Repairs  and  Replacement  of  Heating, 

Ppnairs  and  RpDlacenient  EauiDni6nt  ..- 

Other  Exoense               

Total  

Capital  Outlay   (Building) 

T.and                                

^f>w    RiiilHincs                               

.A.        Tmr>rr»vpmpnt<s      RiiilHino'c  nnd  Grounds 

^Ci.,                                                  

"■^Oc^,::::::::::::::. 

TothS. 

Debt  Service  (Building) 

Bonds                           

TntpvpQf    on    Rrtnd*^                        .                    

Ot"hpr   F!vnpn<iP                                    

1 

1 

1 

Total  

1 

Fixed  Charge  (Building) 

Snprial    AQ«:PS<mpnt<%                            ..                     

Other  EvDonse                         

Total  

" 1 

Fixed  Charge  (Educational) 

Insurance    

Rents    

Other  Expense  


>. 


Total 


Debt  Service  (Educational) 

Interest  on  Short  Term  Loans 

Other  Expense  

V  Total  


^^fiJ< 


^CHo 


OLs 


/ 


Auxiliary  Agencies  (Educational) 
Health  Service: 

Salary:  Nurse  

Supplies 

Other  Expense  

Playground: 

Salaries  

Equipment 

Supplies 

Other  Expense 

Other  Activities  


Total 


riguro  11.  -  Vouohor  Jaok«t  (mlmoographtd) 


Figure  12.  -  Voucher  Jacket,  indide,  (account  names  printed) 
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Figure  13.  -  Youoher  Jacket  and  Claim  Vouchar,  baok 

(for  coded  account a) 
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